Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7 


TCHS = 1950 


i. 


“ STORTEES: 


Nath Ms ATE TMC AER UN Poach g HSA UCTS NM RGU 


_ : Approved For Refease 2001/03/30 : CIA-RDP81-00726R0001001 10005-7 


an . 
og 


NOTICES 
CENTRAL INTELLIGENCE AGENCY 


1950 


Recission of CIA Notices 


Amendment to Civil Service Retirement System 


Community Chest Federation Campaign Returns 
Voluntary Contributions 

1950 Census, Security Aspects of 

Presentation of Awards for Employee Suggestions 
Formation of a Naval Reserve Unit 

Writing of Dates within CIA 

Formation of a Naval Reserve Unit - Activation Date 
Notary Public Service 

Application for War Prisoner and Internee Benefits 
CIA Seal 

Medical Care of Military Personnel and Their Dependents 


Chest X-Ray Survey 


Emergency Medical Treatment 
Visiting Nurse Service 
Agency Credit Reference 


Leave on Good Friday 
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Shuttle Service 


Attendance of CIA Employees at the Ceremonies in Tribute to 
Gabriel Gonzalez Videla, President of Chile. 


Records Inventory 


Budset Estimates, Fiscal Year 1952 


Annual Leave Rescinded 5 October 1950 by 25X1A 


Requests for Procurement Action by Supply Branch, 
Involving Appropriations Expiring 30 June 1950 


Observance of Flag Day 
Use of Ball Point Pens for Official Business _ 
Recission of Paragraph el of the Security Regulations, dated August 19,7 


Operating Procedure for "J!" and "Q" Buildings Office Supply Stock Rooms 
“List of Approved CIA Forms ~ sateagoris bia 
Employment Outside of CIA 


Records, Disposition ‘and Mi crofilming of. 
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NOTICES 
CENTRAL INTELLIGENCE AGENCY Ngee a4 
1950 “ies * 
Wise 
Shuttle Service 5 wae 
wy 
hiilitary or Draft Status of linpLloye es I i 
After Hour and Week lind Security Service a a 
iz: = 
Meetings, Army Reserve Unit, CIA + i 


Executive Order No. 10157 

Admittance and Escorting of Visitors to CIA Buildings 
Distribution of Agency Regulations 

Car Pool 

Annual Leave 

Settlement of Accounts of Deceased Employees 
Community Fund Drive 

List of Approved CIA Forms 

Announcement of Appointments, Office of Operations 
Terminology fbr CIA-Produced Reports and Estimates 
Shuttle Service 
CIA Duty Officers (RESCINDED by G.O. 0 dated Ja. 1951) 


Discount Purchase Plan 


Christmas and New Year's Holidays 
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CENTRAL INTELLIGENCE AGENCY | ¥ 
Washington, D, C, 


25X1A 
| SULJUCT: Christmas and New Yearts Holidays, 


( 
i 
i 
| 
NOTICE 15 December 1950 
: 1. Attention is invited to extract from paragraph 18, Ldninistrative 
| 25X1A Instruction BE quoted below: 

| "13, . Holidays 


: "b, (1) The following days are established by law as Legal 
| Nolidays s 
| 


1 January - New Year's Day 


Mee hte se ae 

25 December - Christmas" 

2. Duty requirements for activities of CIA on the above holidays 

will be the same as normal Cunday requirements, . 

f FOR THE DIRECTOR OF CENTRAL IEMLLTCMICR: 

| 

| 25X1A 
| 

| + 

MURRAY McCouNEL 

Deputy Director 

for Administration 
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CaNTRAL INTELLIGENCE AGENCY 
washington, D. C. 


MOT ICT 12 December 1950 


SUBJECT: Discount Purchase Plan 


1, A discount purchase plan has recently been made available to 
employees of the Agency, This plan provides for the purchase of many 
items at substantial savings through the facilities of the Federal Buyers 
Association, Larger items not stocked by this association may be obtained 
on special order, All transactions are on a cash basis, 


@e (ne dollar membership cards good for one year are available 
through the Personnel Relations Branch, Room 10h, North Building, Extension 
21h. 


3. ‘hen making purchases » ib is unnecessary for any individual to 
identify himself as an employee of CIA to personnel of the Federal Buyers 
Association or its outlet, the Southern Silver Company, Inc, 


TOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


MURRAY McCONNE 
Voy, Deputy Director 
> \ for Administration 


Distribution: No, 5 
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FBA 
Discount List 


Arrangements have been made with firms listed below 
to grant discounts upon presentation of your Federal 
Buyers Association membership card. Additions will be 
forwarded to members from time to time. 


Dry Cleaning (20%—cash-and-carry ) 
Lane Cleaners 


2136 Pennsylvania Ave, N. W. 


Flowers (10%) 
Bouquet Shop 
732 17th Street, N. W. 
District 6525 


Gasoline (2c gal.) Oil (5c qt.) 
Strosnider’s Esso Servicenter 


2118 K Street, N. W. 


Hardware & Paint (10%, $5 or more) 
Circle Paint & Hardware Co. 
2124 Pennsylvania Ave., N. W. 


Liquors (Wholesale plus $1 a case) 
Colonial Liquor Shoppe 
1903 M Street, N. W. 


(free parking) 


Optician (10%) 
Joseph R. Harrison 


1202 18th Street, N. W. 


Phonograph Records (10%) 
Gordon’s Radio & Televsion Shop 
r 1716 Pennsylvania Ave., N. W. 


All other merchandise and services may be found in 
the store or obtained through special order. 


(Over) 


C 
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Incidentally ..... 


Plenty of Television is currently available; some pur- 


chased before the new tax was in effect. 


Rugs, Furniture and Drapery and Upholstery Fabrics 


are now to be had at greater savings than ever before. 


Sterling Silver Flatware must be ordered immediately 
for Christmas delivery. Most everything should he or- 


dered early. 


Furs, Diamonds and Fine Jewelry are available at 


tremendous savings. 


. and, we expect to acquire 


a TOY STORE soon! 


i 


_..« Approved For Reiease 2001/03/30 : CIA-RDP81-00728R000100110005-7 


aa a Sih Se oe tert ac 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7 


RESTRICTED : 
CENTRAL INTs LLIGENCE aGaénCy 
Washington, D.C. 

NOTICE 29 Nevember 1950 
25X1A 

SUBJECT: CIA Duty Officers. lb a Ad 

" ILLEGIB 

25X1A 1. So much of Administrative Instruction [I T&T ) eee 

1 July 1949, subject as above, as, is in conflict with this Notice ; 9 : eae 

is rescinded. \ ‘ ; 


ij WL 


2. Duty officers formerly located in the M Building are 
now located in the South Building. The telephone numbers remain 
the same - as follows: 


a. EXecutive 0983, for calls not routed through the 
CIA switchboard, 


b. EXtension 2857, for culls routed through the CIA 
switchboard. 


FOR THe DIRECTOR CF CENTRAL INTELLIGsaNCh: 


25X1A 
HURRAY McCONN&L 
kxecutive 

DISTRIPUTION #3. 
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CENTRAL INTELLIGIUCE AGANCY 
1 ‘ “UST ninet On, y) e 0 e 


25X1A 


2h, October 1950 


SUBUECT: Terminology for CLA-Produced Reports and Estimates 


L. Effective immediately, identifying terminology on CIA~produced Re- 
vorts and Estimates will be determined as indicated below: 


a. The vrimary identification in each case will be "CIA". ae 


W598 <3 ot 
b, The secomiary identification in each case will be the 25X1A 
identifying initials of the organizational element of CIA pri- oe 
marily res sponsible for the content; for example ~-— 
fe 
(1) Office of Seports and Estimates -- "RE". A ad 
* e . « iy 2 i? oa hs: Ye 
(2) Office of Scientific Intelligence -- "SI", ° ae 


©, Identifying nwiber and year ~— "10-5 re 


2, To illustrate the above, 2 report prepared by Reports and istimates 


as the tenth in a series curing the ver ar 1950 «rill carry the following iden- 
tification: "CIA/RE-10-50". 


3, References to revorts already produced using the method of identi- 
fication in effect previous to the receipt of this notice will be trens~ 
‘ated into the terminology prescribed above and followed by a parenthetical 
veference to the old termi nology for identification purposes; for example—— 
ORE-25-50 will be referred to as "CIA/ME-25-50 (O1ds-25-50)", 


le To the extent appropriate, the above instructions will be applied 
to intelligence material produced by CIA activities other than Ru and SI. | 


VOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 25X1A 


MURRAY McCONNEL 
DISTRIBUTION: 92 — Executive 
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FUNCTIONAL. INDEX FOR CIA: FORMS: . 

= 


Accounting, Accounts and Audits 

Action 

Allotments and Allocations 

Applicants, Applications, Appointments, Personnel 
and Personal Data 

Approvals 

Attendance and Leave 

Charge-Out and Filing Devices 

Check Sheets 

Clearances 

Coding 

Contact, Liaison and Tnterview 

Contracts and Agreements 

Control and Follow-Ups 

Bamage, Destruction, Salvage and Loss 

Distribution, Delivery and Disposition 

Examinations and Tests 

File Slips 


ll aed 


OOOO AFA NANA FFWWWwWWWwWWw)AD. 


Indebtiedness 

Information Requests Reports and Records 

Instructions 

Inventories 

Letterheads 

Logs and Registers 

Mail, Courier and Messenger 10 

Medical 10 

Obligations 10 

Orders ne 
Passes, Pass and Admission Records au 
Pay Roll and Time Records 11 
Production 12 
Purchase 12 

Receipts ani Receiving . 12 

Recruitment 12 

Reference Index 12 

Reports and Statements 13 
Requirements 14 
Requisitions and Requests 14 
Rosters and Strength Reports 15 
‘ Routing, Signature and Meno Sheets and Slips L5. ; 
i Schedules 15 
: Status 15 : 
Surveys. Studies, Investigations and Inspections 16 
Telecommuzications 16 
: Training | . 18 
Transfers 18 
a -i-. ; 

RESTRICTED _. : 
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RESTRICTED 


FUNCTIONAL INDEX FOR CIA FORMS 


ae Re 
Transmittals " 18 
travel, Transportation and Shipping 18 
Vouchers 19 
Work Sheets, Charts and Graphs 9 
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VORM NO. 


SPL 
gire 
5Sifsa 
sry 4 
SPY. 
SF19 
Sree 
"23 
5125 
area 
SP20 
S726 
APO7 
rea eX 
BP30 
O32 
“SHR2 
SF33 
SF33 
SF30 
SF39 
Sro 
SF50 
SP50 


SP51 


SeT5 
SY 75a 


sr7s 
SFES 
oP8g 
SFLO2 
SPLO 3 
S#LO5 


SF1L3 
SFlilsa 
SP519 
SF1O12 


2 RESURICTED ‘ 


STANDARD FORMS STOCKED IN CIA 
TITLE 


Printing and Binding Requisition 

Lease 

Continuation Sheet for Schedule of Obligations 

Telegram (7"x8") 

Telegram (&"x104") 

Bond of Indemnity 

Instvuctions to Bidders 

Contract - Construction 

Performance Bond. 

Payment Bond 

Driver's Report - Accident 

Award - Supply Contract 

Investigation Officer's Report - Accident 

Claim for Damages - Accident Motor Transpurtation 

Tuvivation and Bid - Supply Contract 

Contrach - Supplies 

General Provisions - Supply Contract 

Invitation, Bid and Acceptance 

Invitation, Bid and Award - Supply Contract 

Continuation Sheet for $P31 or 5E33 

Request. for Certification 

Contract for eleplone Service 

Changes in Civilian Personnel 

Notification of Personnel Action 

Report of Efficiency Rating 

List of Bfficiency Ratings 

Application for ederal Employment 

Continuation Sheet far SP57 

Application for Federal, Employment (Shorw Form): 

Oath of Office, Affidavit 

Inquiry kegarding Status, Veteran Preference, and/or Service 

Notice of Official ifficiency Rating 

Application fur Leave 

Position Description 

Guide to Position Classifiers, Employers, Supervisors for the 
Preparation of Position Descriptions , 

Certificate of Medical Examination 

Report of Medical Examination 

Report of Medical History 

Application for kefund of Retirement Deductions 

Application for service Credit 

Obligations, Benefits and Privileges of Membership in the United 
States Civil Service Retirement System , 

Monthly Report of Mederal Civilian Employment 

Quarterly Report. of Federal Civilian Employment 

Radiographic Report 

Voucher for Per Diem and/or Reimbursement of ixpenses Incident 
to Official Travel an. . 


/ 


Stes 
REGTRICTRD - 
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STANDARD FORMS STOCKED IN CIA 


FORM NO, TLE 


SPLO01l2a = Voncher for Per Diem and/or Reimbursement of Expenses Incident 
to Official travel ~ Memorandum 

Srloleb Schedule of Mxpenses and Ttinerary of Traveler 

SPLO12c Voucher for Per Diem and/or Reimbursement of Expenses Incident 
to OFficial Vravel - Continuation Sheet 

gwloled Keceipt for Cash - Subvoucher 

StLOlya General Ledger 

SPlOlSa Allotment Ledger 

SPlOLSb Allotment Ledger - Copy 

SPLOL Distribution Ledger 


SPIOL{s Journal Voucher 
LO 5h. Public Voucher for Purchases and Services Other Than Personal 


SHLO Yea Public Voucher for Purchases and Services Other Than Personal - 

Menoranduin 
SPLOZS Publie Vouchers for Purchases and Services Other Than Personal - 

Continuation Sheet: 

SF1035a Public Voucher Por Purchase: and Services Other Than Personal - 

oo el 6), ConLinuation Sheet 

SVLO 3S Statement and Certificate of ward 

SFLO 3B Application for Advance of Funds for Travel Expenses 


SF1OWY Schedule of Collecticna 
SFIOKG Schedule of Transfers - Special Deposits 


SPr104.8 Public Voucher for Refunds - Memcorandun 
SPlohg Public Youcher for Refunds 


SPLOGO Public Youcher for Refunds - Memorandum 
Se1L055 Application for Payment of Amounts Due Deceased or Incompetent 


Civilian Employees, Officers and Enlisted Men in the Military 
Service, and Public Creditors of the United States 

SPLOT Public Voucher for Transportation of Passengers 

SPrLOSTa Public Voucher for fransporration of Passengers 

SHLO67b Public Voucher for VYransperiation of Passengers 

SPLOOTc Public Voucher fur T.ansportation of Passengers 


SP1069 Voucher for Allowances at Foreign Posts of Duty 
SFL059a Youcher for Allowances atv Foretgn Posis of Duty - Memorandum 
S#1070 Schedule for Retirement and Disability Fund Credits 


31080 Youchor for Transfers between Appropriations and/or Funds 

G¥1l080a = Voucher for Transfers between Appropriations and/or Funds ~- 
Memorandin (Disbursement) 

SFlO80b Voucher for dransfers between Appropriations and/or Funds - 
Blue (Collection) — 

SF1080c Voucher for Transfers between Appropriations and/or Funds - 
Green (Collection) 

SF1LOS81 Schedule or Voucher of Withdrawals and Credits ‘between Apprapriatinn. 
and/or Funds 

SF1LO95 Summary Glatement of Disbursement and Collections by Appropriation 

So Dimitations 

SFLO96 Schedule of Voucher Deductions 

SF1O97 Adjustment Voucher to Effect Correction of Brrors 

SPLO97a Adjustment Voucher to Hifect Correction of Errors - Memorandum . 


252 
RESTRICTED 
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FORM NO, 


SPL6YV 
SFLLO ja 
SP110u. 
SPLLOS 
SPFLLOG 


SPFLL13 
SF11L1L3a 
SPLLLS 
SP1117 
5F1118 


SVL1L246s 
SF11L28 
SV1126a 
SF1L1LOD 
SP11299 
SF1LLE0b 
SF1129¢ 
SP1L130 
SPLIL 3S 
SF1137 


‘ RESIRTCED . 


STANDARD FORMS STOCKED IN CTA 


TUPLE 


ochedule of Canceled Checks 


iT &. Government BLLL of Lading - Memorandum 
1, B. Government. Bill of Lading - Shipping order 
ue. ¢ 


HS. Government Freight Waybill - Original 

Th 3 Government Freight Waybill ~ carrier's Cupy 

Certificate in Lieu of Lust tu. s. Govermnent Bill of Lading - 
Original 

Cervificaie in Lieu of Last y. a. eovernment Bill of Lading - 
Meneranduin 

Public Voucher Pou Vransportabion tharger 


Public Voucher for reanspor tation Charges - samnovandnui 
14] 


Stavement cf Ceneral Accom Balances 

Schedule vo? Balances Showing Status of Appropriatiione 

Statement of Apporbiousencs and Allotment Acesun ts by 
&ppropriations 

Pay holl Change <1ip 

Pay Boll foo Personal services 

Pay Roll Lor Personal Services - Kevovamndumn 

Voucher Por Peity Pirchares 

Voucher fox Petty Purchases ~ Vemnovanduna 

Voucher for Petty Purchases - Continnation Shear 

Voucher fur Petciy Purchases ~ Contdinia: ion Shee: (Memorandur) 

‘ime and Avtendance Repu! 

Time and Attendance Coe) 

Leave Record 


~~ 
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FORM NO. 


eo 806 
C52806-3 
Sete 
CS2807-1 
052807-2 
c92808 
OSe2931 


~ 83000 


053001 
C5 3002 
053005 
083008 


on RESTRICTED se 
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CIVIL SERVICE FORMS STOCKED IN CIA 


TITLE 


Proo? of Residence 

Fingerprint Card 

Retirement Record Card 

Notice of Correction of Individual Retirement ERE CON 
Register of Separations and Transfer 

Register of Adjustments 

Annual. Summary of Retirement Fund Transactions 
Designation, Change or Revocation of Beneficiary 
Classification Sheet 

Retirement Death Claim 

Application for Retirement Annuity 

Application for Retirement on Account of Disability 
Application for Refund of Retirement Deductions 

No Vitle -~ Claim Card 


MISCELLANBOUS FORMS. STOCKED IN CIA 


Treasury Department Forms: 


TD2 
TD3 
Wt 
L737 


L737 


Request for Revision of Apportionments 
Report on Status of Appropriations 

Employee's onan Exemption Certificate 

Bond Issuance Schedule - United Staves Savings Bonds - 
Series § 

Bond Issuance Schedule ~ (‘Inited States War Savings 
Bonds - Series & 
Power of Attorney by Individual for the Collection of 
Checks Drawn on the Treasurer of the United States 


Department of the Army Forms 


AGO- WDL7 
WD43 
Wo 
WD4ba 
would 
WD50 
WD6L 
wh62 


Requisition for Publications and Blank Forms 
Individual Narnings Record 

Pay Roll for Personal Services (Civilian Employees) 
Pay Roll for Persynal Services - Continuation Sheet 
Pay Roll for Personal Services ~ Memorandum 

Pay Roll Certification Control 

Individual Marnings Records Summary Control 

Wav Savings Bonds Control 


Federal Works Agency Forms 


10-292 
BME8 


Request. for Work to be Performed 
Property Pass: 


a 
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MISCELLANEOUS FORMS STOCKED IN CIA 
Government Printing Office Forms 


R2320 Order for Standard Forms or Supplies 


Ue. Se Employees! Compensation Commission Forms 


CA-1 Employees! Notice of Injury or Occupational Disease 

CA-16 Request for Vrealment of Injury under the U. 5. Employee's 
Compensation Act 

CAr+Ly Request for Treatment of Injury under the U. 5. Iimployees' 


Compensation Act when cause of Injury is in Doubt 


aos 
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| CEMIRAL INTSILIGHNCe AGENCY 
Washington, D.C. 


NOWLCH 


SUwwhCT: 1950 Commnity Chest Drive 


3. The tine bas come again tor the Central Intelligence Agency 
to do its part in the Commmity Chest Campaign, and Mr. William J. 
Kelly has been designated as the Vice Chairman for the drive in our 
Agency. There is no better way to serve your community than to 
contribute part of your earnings to this cause, and it is sincerely 
hoped that each of you will give as much as you can afford. 


25X1A 
| 


@. Each Assistant Director and Staff Chief has appointed a 
Division Chairwan for his office, and keymen have been selected to 
Lend assistance to the Division Chairmen in accepting contributions 
and in the necessary bookkeeping. Ali. contributions should be made 


on or before 2 October 1950. 


! 3. The Conmunity Chest Federation, National Capital Area, was 
‘ founded in 1926 and this campaign will mark the twewby-third year in 
which Government employees and other residents have been asked for 
support. The Federation is an organization composed of the six 
Community Chests in the Metropolitan Area, and, together with the 
Hospitalization Fund and the USO, is comprised of 104 welfare 
agencies which are waited for better community service. The present 
Red Feather Campaign is one appeal for the financial support of the 
philanthropic prograns of ali of these Red Feather agencies. You 
will be given a chance to choose the agencies to which you wish to 
contribute if you have certain preferences. 


1h, For many of you, the big question will be: "How much 
: should I give?" You alone can answer this question. As you are 
making your decision, please remember that yow gift is utilized 
to finance the work and programs of all the agencies comprising 
2% the Conmunity Chest Federation, which includes the Community Chests 
| of Arlington, fairfax, Montgomery, and Prince Georges Counties, and 
the cities of Alexandria and Washington. 


5. It will be appreciated if you will make your contribution 

to the designated keyman in your organization in order that the Central 
Intelligence Agency may meet its quota. This will not prevent you 
from designating: your contribution for amy agency you desire in your 
area of residerice. 


FOR THE DIEECTOR OL 


Executive 
DISTRIBUTION: No. 5 . ' 
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a. 


CENTRAL INTELLIGE VE AGENCY 
Washington, Db. a, 


NOV ICT é0 October 1950 
25X1A 


SUBJECT: Settlement of Accounts of Deceased Employees 


+. Public Law 636 - 81st Congress - establishes a unifarm procedure 
for the disposition of compensation eceruing to decersed employees. 


2. The mnst important effect of the law is to provide that the 
Agency concerned will neke direst settlement on definite terms. It is 
further provided that all unpaid compensation due an euployee a”. the 
time cf hig death shall be paid in the following order: 


First; to the beneficiary (or beneficiaries) designated in 


writing by the employee and filed with the Agency prior to his death. 


og 
nce 


A Second: to the widow or widower if there ig no designated bene- 


130 rtm mecemencee 


fary. 


whird: to the children or the representatives of any deceased 
ldren if there is no beneficiary or surviving spouse. 


Fourth: to the parent or survivor if there is none cf the above. 


Firth: to the legal representative of the estate if there is 
e of the above, or to the person so entitled by law if there is 
no legal representative. 


3. Under this act, "unpaid compensation" ig defined to include, 
but is wot limited xo: (1) all per diem in lieu of subsistence, mileuge, 
and amounts due in reimbursement of travel expenses, including incidental 
and miscellaneous expenses in connection therewith for which reimbursenent 
is duc; (2) all allowances upon change of official station; (3) ail quar - 
ters and cost-of-livin,; allowances and overtime or premium pay; (4. amounts 
due fox payment of cash awards for employees' suggestions 3 (5) amounts 
due es refund of salary deductions for United States Savings Bonds; (6) 
payment for all accumulated and current accrued annual or vacation leeve 
_ equal to the compensation the decedent would have received had he remained 
j in service until the expiration of the period ot such annual or vacetion 
leave; (7) the amounts of all checks drawn in payment of such compensation 
which were not delivered oy the Government to the officer or emplcyee 
during his lifetime or of any unnegotiated checks returned to the Goverr- 
ment because of the death of the officer or employee. 


FOR THE DIRECTOR OF CRNTRAT, INTELLIGENCE: 


25X1A 


DISTRIBUTION: 5 Lng EXeCutive 
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CENTRAL INYELLIGENCE AGENCY 
Washington, ND. C. 


5 October 1950 


SUBJECT: Annual Leave 
RESCISSION: Notice im dated 24 Mey 1950. 


1. Section 1212, Public Law No. 759 ~ 81st Congress, spproved on 
6 September 1950, is quoted below: 

"Sec. 1212. No part of the fumis of, or available for 
expenditure by any corporation or agency included in this 
Act, including the goverment of the District of Columbia, 
shall be available to vey for emimal leave accumulated by 
any civilian officer or euployee Curing the calendar year 
1950 and unused at the close of business on June 30, O51: 
Provided, That this section shall not apply to officers and 
employees whose post of duty is owtside the continental 
United States: And provided further, That this section 
shall not apply with respect to the payment of compensation 
for accumulated annual leave in the case of officers or 
employees vho leave their civilian positions for the purpose 
oc entering upon active military or navel service in the 
Armed Forces of the United States." 


é. Each individual employee of Central Intelligence Asency whose 
post of duty is within the continental United Stetes must use all of the 
leave accrued during the calendar year 1950 (26 days) prior to the close 
of business on 30 June 1951. However, any annual leave acciwiluLlated by 
an employee on 31 Decenbex 1950 in excess of the maximum limitation 
permitted under existing law will be forfeited on 1 January 1951. Any 
portion of leave accrued during the calendar year 1950 not used by the 
close of business on 20 dime 195i will be forfeited by the individual 
concerned. : 


3. Each individual. employee of this Acency aftected by the above 


“will be provided an opportunity by his supervisor. to take the full 


amount of leave accrued during the calendar year 1950 prior to 1 July 

1951. Leeve will be scheduled in such ® mlanner as to permit the con- 

tinued, efficient conduct of business by each Office and Stalf Section 
of this Agency, 


4, Unless otherwise determined by proper authority, leave accruing 
to individuals who have had posts of duty both within and outside the 
continental United States during the calendar year 1950 will be governed. 
as indicated below: 


ae 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7 
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a. Leave accrued while the employee is on duty within the 
United States must be used prior to 1 July 1951 or forfeited. 


b. Leave accrued while the employee is at a post of duty 
outside the continental United States may be accwnulated up 
to the total. anount of leave authorized to be accumulated, or 
it may be utilized at the option of the employee concerned. 


5. An employee who enters into active service in the Armed Forces 
is entitled under existing law to receive a lump-sum payment for his 
accumulated and current accrued annual leave or to have such leave remain 
to his credit as he may elect. The amount of such payment or credit as 
the case may be is determined by the amount of annual leave to the 
employee's credit on the date he enters the Armed Forces. The effect of 
the second proviso of Section 1212, exempting such employees from the 
provisions of the said Section, is to permit full effect to be given the 
right of election and at the same time save the employee from losing 
annual leave which he was precluded from using prior to 1 July 1951 
because of entry into the military service. Section 1212 would not be 
applicable to an employee who entered the service after 1 July 1951. 


6. These instructions apply only to leave accrued during the 
calendar year 1950 and do not affect Leave accrued prior to 1 January 
1950 which may continue to be carried over or used at the option of the 
individual employee, provided that the maximum total under existing law 
is not exceeded. The provisions of Section 1212 are restrictive and do 
not enlarze an employee's rights otherwise established. 


FOR TH DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


Acting Executive 


DISTRIBUTION: No. 5 


a0 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 
NOTICE 6 Septeuber 1950 
25X1A 
SUBJECT: Car Pool 

L. A number of employees living in ontlying areas of Washinzston 
have reported need for transpertation to and from work, while others 
have expressed interest in forming car puols in certain areas sa that 
they can provide transportation on specitied dates. 

2. In order that the agency may be of assistance. it is requested 
that employees who are able to carry extra passengers, as well as those 
who desire to orgunize or ride in car pools, complete and return the 
form below. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

25X1A ee " 
~ 4 = 25X1A 
Pe vy 
ae bP 9a oe Lahr, 
No? ‘ Acting Executive 
DISTRIBUTION: Ne. 4 
teal ee sed, ds” dash saa eae Ee cass Sects ah ey, AS yas "a Jas UE a ete a ee eee eee 


TO: Personnel Relations Branch, Personnel Division 
Room 104, North Building 


/../ I desire to ride in a car pool. 

{ 7 I will furnish transporvation in a car pool. 

f } de ioe pt pista 4 > “a 3 oe < 7 

j._/ I will alternate with other persons in Surnishing 
transportation and riding in a car pool. 


I can aceomnodate __ extra persons in my car, 


NAME BLDG. EXTENSION 
HOME ADDRESS HOME ‘'ELEPHONE _ 


C 
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SECRET 


| : CENTRAL INTELLIGENCE AGENCY 
. Washington, D. C. 


NOTICE 1 September 1950 
25X1A 
SUBJECT: Distribution of Agency Regulations. 
In the interest of efficiency and economy of operations the 
following new schedule for distribution of Agency Regulations is 
| hereby established: 
| Distribution No. 1 - DCI, Deputy Director, Executive, Deputy 
Executive, Assistant Directors and Staff 
Chiefs. 

1 Distribution No. 2 - Those listed in Distribution No 1 plus 
all Staffs and Divisions of organizational 
: components. 
| 
Distribution No. 3 - Those listed in Distributions No. 1 and 
No, 2 plus all Division Stafrs, Branches 

and Sections for routing and initialing by 
all Washington Area personnel. 

Distribution No. 4 - To be distributed to each employee in the 
' Washington Area, 

Distribution No. 5 - To be distributed to each employee of CIA. 

Distribution No. 6 - Limited (determined for each Regulation). 
25X1A FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


Acting Executive 


DISTRIBUTION: No. 3 


SECRET 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. ©. 


25X1A . 
NCTICE 30 Aurust 1950 


SUBJECT: Wxecutive Order No. 10157. 


1. Executive Order No. 10157, dated 29 Awrust 1950, making 
certain types of Federal employees eligible for permanent civil 
service status does not apply to appointments made under Schedule 
A authority. 


2. All appointments made by the Central Intelligence Agency 
are Schedule A appointments, consequently, CIA employees will not 
be affected by Uxecutive Order No. 10157: 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


Acting Executive 


DISTRIBUTION: ALL CIA EMPLOYERS. 
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. CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


SUBJECT: Meetings, Army Reserve Unit, CIA, 


1. The Army Reserve Augmentation Unit will meet on the following 
dates during the period September through December 1950: 


5, 12 and 19 September 
3, LO and 17 October 

7, 14 and 21 November 
5, l2 and 19 December 


2. All meetings will be held in the North Interior Building 
Auditorium. 


3. Matters concerning the organization and status of the Unit 
for this fiscal year will be discussed at the initial meeting on 
Tuesday, 5 September 1950. 


4, Uniforms are not required for the initial meeting. Announce- 
ment will be made regarding future uniform requirements. 


5. All employees who now have a reserve status in the Department of 25X1A 
the Army are invited to attend the meetings regardless of whether they 
are assigned to the CIA Augmentation Unit. / 4 . 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Acting Executive 


25X1A - 


DISTRIBUTION: ALL CIA EMPLOYELS 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE . 22 August 1950 
SUBJECT: Leave of Absence. 


1. The following communication has been received from the White 
House: 


"AMVETS 


NATIONAL IEADQUARTERS 
‘724 NINTH STREET, N. W., 
WASHINGLON 1, D. C. 
TELEPHONE: NATIONAL 0555 


OFVICE OF THE 
NATIONAL COMMANDER 


August 2, 


"Honorable Harry S. Truman 
The White House 
Washington, D. C. 


"My dear Mr. President: 


"AMVETS will very much appreciate your requesting the various 
agencies of the Federal Government to grant leave to such members of 
our organization in their employ who desire to attend our Sixth Annual 
National Convention to be held at the Hotel Hollenden, Cleveland, Ohio, 
September 6th through 1lOth, 1950. 


"We realize that in times like these it is important that we stay 
on the job, giving the utmost of cooperation in our tasks, but we also 
feel that the results of the deliberations of a public-opinion group 
such as ours can be important to our national officials. 

"We have received excellent cooperation from the Government in 
connection with our past conventions and are hopeful that we may 
receive this consideration again this year. 


Sincerely yours, 


HAROLD RUSSELL 


National Commander 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25xX1A ‘NOTICE 22 August 1950 


SUBJECT: Leave of Absence. 


1. The following communication has been received from the White 


House: 
"AMVETS 
NATIONAL HEADQUARTERS 
OMICE OF THE ‘724 NINTH STREET, N. W., 
NATIONAL COMMANDER | WASHINGTON 1, D. C. 


TELEPHONE: NATIONAL 0555 


August 2, 


"Honorable Harry S$. Truman 
The White House 
Washington, D. C. 


"My dear Mr. President: 


"AMVETS will very much appreciate your requesting the various 
agencies of the Federal Government to grant leave to such members of 
our organization in their employ who desire to attend our Sixth Annual 
National Convention to be held at the Hotel Hollenden, Cleveland, Ohio, 
September 6th through lOth, 1950. 


"We realize that in times like these it is important that we stay 
on the job, giving the utmost of cooperation in our tasks, but we also 
: feel that the results of the deliberations of a public-opinion group 
i such as ours can be important to our national officials. 


i "We have received excellent cooperation from the Government in 
f _ connection with our past conventions and are hopeful that we may 
receive this consideration again this year. 


Sincerely yours, 


’ | HAROLD RUSSELL 
: | 7 National Commander 
fe. eee _ °. Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7, 
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"The above copy of a letter which the President has received 
from the National Commander of AMVETS of World War II is respectfully 
referred to the heads of the departments and independent establishments 
of the Government for attention. 


WILLIAM D. HASSETT 
Secretary to the President" 


~~ emt 


2. It is desired that those employees who are members of AMVETS 
and who request leave of absence to attend the Naticnal Convention be 
granted such leave if their services can be spared without serious 
disruption of normal activities. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 
Acting Executive 
DISTRIBUTION: A 
{ 
| si 
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CENTRAL INO2LI GENCE AGENCY 
Waslingson, 1. C. 
NOTICE 16 August. 1950 
-25X1A 
SUBJECT; Military or Draft Status of Employees 
1. The attached Form No. 37-82, "Military Status Questionnaire", 
will be completed by each present and. future employee of the 4génucy, 
regardless of age, sex. or previous military service. Upon completion, 
the form will be forwarded to the Chier, a ia Division, Special 
Support Staff, "L" Building. 
2. Military personnel of the regular services or reserve officers 
on active duty assigned to duty with the Agency will uot complete 
the form. 
3. It is desired that completed forms be submitted not laver 
than indicated below: 
&. Employees in the Washington Area - by 25 August 1950, 
b. Employees outside the Washington Area - as soon as practicable. 
c. Future employees ~ by EOD date. 
: FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
: 25X1A 
Acting Executive 
| ENCL: Form No. 37-82 
DISTRIBUPION: ALL CIA EMPLOYEES 
25X1A 
: 
t 
| 
) | RESTRICTED | 
foes | | 
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THIS DATE 


MILITARY Ss ATUS QUESTIONNAIRE 


(Year) 


(Month) 


BIRTH DATE (Day) 


NAME (PRINT) (Last) (MIiddie) (First) 


ack A lal 


FEMALE [__] 
NO. OF DEPENDENTS AGENCY ASSIGNMENT 
(INCLUDE WIFE) OFFICE 


MARITAL STATUS = ["] 13) wipowen [___] (5) separaten [__] 
(1) SINGLE = 


(2) MARRIED [__] (4). ptvorcep 
[ae | ane | 
PRESENT ORAFT STATUS 


(A) HAVE YOU REGISTERED FOR DRAFT? (1) yes (._] i229 so [__] 
(B) IF YES, CHECK YOUR PRESENT DRAFT CLASSIFICATION BELOW: 


POSITION OR TITLE 


[] 1A AVAILABLE FOR MILITARY SERVICE. AGES 18-26 (J yp oFFicial DEFERRED BY LAW. 

[X*] 4A0 conscientious OBYECTOR, BUT AVAILABLE FOR NON-COMBATANT [| MC ALIEN. 
DUTY, : [-—] 40 MINISTER OF RELIGION OR DIVINITY STUDENT. 

[-_] 10 MEMBER OF ANY ACTIVE BRANCH OF MILITARY SERVICE. MUST Cc] WE CONSCIENTIOUS OBJECTOR ~ OPPOSED TO BOTH COMBATANT 
BE ON FULL DUTY. AND NON-COMBATANT SERVICE. 

[-] 4D MEMBER OF ANY RESERVE COMPONENT OF MILITARY SERVICE. (Jur Puysicatty or OTHERWISE UNFIT FOR SERVICE, 
CANNOT BE CALLED BY DRAFT BOARDS. CALLED ONLY BY - ["] 5A MAN WHO HAS ATTAINED TWENTY=SIXTH BIRTHDAY. NOT 
MILITARY SERVICE CONCERNED. LIABLE TO INDUCTION UNDER PRESENT ACT. 


[___] 2A DEFERRED ON ACCOUNT OF OCCUPATION. 
[_"] 2c DEFERRED FOR AGRICULTURAL OCCUPATION. 
4A REGISTRANT WHO HAS COMPLETED SUFFICIENT SERVICE IN 
WORLD WAR I! TO BE CLASSIFIED AS A VETERAN (NINETY DAYS 
SERVICE DURING FIGHTING WAR OR ONE YEAR AFTER Vou DAY). 
‘SULE SURVIVING SON IN FAMILY. IF A FAMILY HAD TWO SONS 
INA WAR AND ONE WAS KILLED, THE SOLE SURVIVING SON COME 
IN THIS CATEGORY. 


ADDRESS (Street and No.) 


The remainder of this form will be filled out only by personnel who have performed duty 
in any of the U.S. Armed Services, Merchant Marine or any foreign military organization. 


SERVICE RECORD 
1. CHECK ORGANIZATIONS IN WHICH YOU HAVE SERVED: 


(1) ARMY (—~] sm) ate Force [] 7) NATIONAL GUARD Cc] 
(2) NAVY | } 5) CoaST GUARD [_] (8) FOREIGN MILITARY ORGANIZATION {] 
(3) MARINE cores [__] (6) MERCHANT MaRINe [_] 


2. LENGTH OF ACTIVE DUTY IN THE U.S. ARMED SERVICES (INCLUOING TRAINING TOURS? 


] 


YEARS MONTHS 


erm mm ewe eee ee eee 


Se at cece, me, ieee | cate Goma: See es ice: | Vatees: oops“ dias eae 


(4) SINCE WORLD WAR JI pf Ses eR IES nate ee sn ee 


ACTIVE DUTY TO DATE (TOTAL) OL 


3+ FURNISH THE FOLLOWING DATA AS TO YOUR COMMISSIONED OR ENLISTMENT STATUS UPON SEPARATION: 


(1) commisstoneo [__] or (2) entisten [L_] 


4 
i FORM WO. 44, , ; (over) 
; AUG 1950, 37-82 
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U. CHECK TYPE OF SEPARATION: : 
(1) (7) © RETIREMENT FOR AGE 
(2) [2] RETIREMENT FOR SERVICE 
(3) [C7] RETIREMENT FOR COMBAT DISABILITY 
(4) [2] RETIREMENT FOR OTHER PHYSICAL DISABILITY 
(5) [7] Separated (POINTS, CATEGORY, ETC.) 
(6) [___] RELEASE ESSENTIAL TO NATIONAL HEALTH, SAFETY OR INTEREST 
(1) [2] RELEASE BECAUSE OF UNDUE HARDSHIPS 
5. F YOUR PRESENT STATUS DIFFERS (N ANY RESPECT FROM THAT STATED IN 3 ABOVE, INDICATE CHANGE ONLY AND DATE OF 
CHANGE! _ DATE CODES 
COMMISSIONED reece 
SERVICE eR eee reer ae 
ARM, BRANCH OR CORPS 
RANK, GRADE OR RATING 
SERVICE, SERIAL OR FILE NO. 
6. ARE YOU NOW IN THE NATIONAL GUARD? i) ves (_] 2) no Cd 
(A) VF YES, WHAT UNIT? a ee eS a eee ER ee TE 
(8) DID YOU ENTER FEDERAL ARMED FORCES THROUGH NATIONAL GUARD? (1) yes [| (2) no [7 } 
7. 00 YOU HAVE RESERVE STATUS? (1) yes~tnactive [__] (2) YEs-acTive (__| 3) no C__] 
(A) ARE YOU ASSIGNED TO AN AGENCY UNIT? iL) ves C__] i2) no L__] 
(8) IF NO, WHAT 1S YOUR ASSIGNMENT? 
(Cc) 18 YOUR ASSIGNMENT AN ORGANIZED UNIT? a) yes L__] 2) wo (_] 
Bs DO YOU HAVE A MOBILIZATION ASSIGNMENT? ves C__] 21 wo (_] 
(A) JF YES, STATE NAME OF UNIT ORGANIZATION 
REMARKS: 
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J 
CENTRAL INVRLLIGEUGR AGENCY 
Wasnington. 1). C. 
¢ August 1950 
LOTION 
25X1A ea oS 
SULIT; Hot Weather Instructtons 
Ti cordar to avoid the effects of excessive heat, attempt to follow 


the following rules: 


1 Clothing: Wear light-weight. light-colored, porous clothing 
which is uot too closely filted. Remember that the gewer synthetic 
Sabrics Co not absorb moisture, and may therefore add to discomfort. 


&. 00d: Hat more Lightly than Uoual, particularly at lunch. 
kmphasize fruits. vegetables and Salads. Avoid high calorie sweets and 
nastries. 


3. Drink: ‘Take water liberally. but avoid overjZoading of the 
stomach at cne time. Confine “sort. drinks" and coffee to a minimum 
because of overstimulating effects. 


4. Salt: Additional seit is ordinarily nut required by the 
avaruge person doing sedentary work. Furthermore, salt tablets are 
not actually "cooling" and hay even produce nausea or cther disagreeable 
effects, Therefore, use a salt tablet one to three times daily only 
if you have persplred to an abnormal degree, or if you have found that 
salt actually makes you feel. more ALErt. 

5. Work: Make every effort to plan your day so that the most 
taxing problems may be Lard@led during the cooler morning period, leaving 
more routine tasks to the afternoon. Avoid unnecessary physical activity 
or excitement, 


6. Caution: If you have any physical defect or chronic illness 
which is aggravated by summer heat, consul» your private physician. 
or the Medical Starr.. 


FOR THE DIRECICR OF CENTRAL INTELLICEN > 5X 1 a 


Acting Executive 


DISTRIBULION: ALL CIA EMPLOYERS 
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CONFADIEWLTAT a, 


CENLRAT INUELIAGHNGE AGENCY 
Washington, D. C. 


25X1A 


2 August 1950 


BUNGE:  chatus of CLA iimployces Mligible for Military Service 
1. lmployees of CLA wuld be ti one of the following categories 
2a connection with eltstbillty for military service: 
a. Those with military reserve status. 


(1) Having mobiiusotion assignment or designation 
to CLA and assigned to a CLA reserve unit. 


(2) Having mobilisation assignment or desipnat:on 
to CIA and not assigned to a CIA veserve unit. 


(3) Having mobiiization assigrments or designations 
outside CIA, with or without outside unit assignments. 


\ (4) Waving no mobilisation or ust assignments, but 
, who are volunteer's, inactive or honorary reservists 


i a ea 
s b. Those having no military reserve status. 


(1) Required to regiuter for selective service 
action and qualified for militury service. 


(2) Required to register Por selective service 
action but disqualified for military service for physical 
or other reasons. 


(3) Not required to register for select:.ve service 
action 


a, The policy of this Agency relative to active military service 
of civilian employees beyond the normal two-weehks! military leave 
ision is stated below: 


a, CIA employees are expected to he career employees 
of this Agency. The time, effort and funds expended in 
clearing and training individuals for ow’ work are all 
directed. toward procuring and developing a national intelli - 
gence team which will be competent and available to meet its 
full responsibilities at all times and cspecially in times of 


ie. 


CONFIDENTIAL 
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CONFIDENTIAL 


seme) ames 


national emergency. It should be obvious to each individual 
employee that any volicy which involved the general release 
of trained personnel for active military service in emergency 
situations when they are most needed by the Agency would 
result in either considersbly reduced competence or actual 
failure to meet our responsibilities in mane of greatest necd. 


b. Individual employees will not be released by ths 
Agency Yor the purpose of volunicering for military service 
cither on their own initiative or as a result of inquiries 
os to availability. There is, of course, no legal bar to 
resignations of employees for the purrose of volunteering 
for extended active military service from either reserve 
status or directly from a purely civillian status. 


¢. Individuals who, after compliance with procedures 
hereinaiter prescribed. are ordered to active daby from a 
reserve stotus without their consent aud those who are 
inducted through selective service processes, will be re- 
enployed by this Ageney upon tecmination of active nilitary 
service to the fuijllest possible extent in consonance with 
the Veteran's Preference Act of 194 and related laws. 


d. Provisions PpeC i ted 1 c., above, will be equally 
applicable to those individuals who may be placed in active 
military service at the request of this Agency to meet 
operational needs. 


3- An effort will be made by this Agency to obtain the passage of 
appropriate Legislation to provide for the eligibility of CIA employces 
who would unquestionably have entered active militeory service except 
for their employment by CLA, for eny veterans' benefits for which they 

would have been eligible as a result of active military service. 


4. a. The Personnel Director has been charged with the 
implementation of the policies stated in paragraph 2., above. 


d. Immediately upon the arising of either circumstances 
Specified below the individual affected will inform his 
Assistant Director or Staff Chief: 


(1) Receipt of notice to appear before a 
selective service bosrd for any reason. 


(2) Receipt of instructions or orders to . 
report for active military service or preliminary 
warning of such orders pending. 


(3) Receipt of warning orders relative to 
impending call. to active service as part of a 
reserve or national guard unit. 

Du 


CONFIDENTIAL 
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c. The Assistant Director or Stafl Chiet’ concerned will 
in turn inform the Personnel Director, who will take appropri ~ 
ate action either with the Director of the Selective Service 
System or the Office of the Secretary of Defense. 


>: The Personnel. Director is alse charged with making adequate 
provision, iin coordination with the Chiefs of the Administrative and 
Special Support Staffs, for roquired notification to Selective Service 
Soaras in the case of cach CLA employee eligible for registration with 
such 4 board who leaves the continental United States for any purpose. 
Tudividual auployees and their Assistant Directors and Staff Chiets will 
channel. all such cases throvgh channels preserthed by the Personnel Di- 
rector rather than taking action directly with appropriate boards. 


25X1A 


Re. 0. HiLLENKORTTER 
Kear Admiral, USN 
Director of Central Intelligence 


DISTRIBUTION: ALL CIA EMPLOYEES. 
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- SECRET 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


26 Juky 1950 


SUBJECT: Records, Disposition and Microfilming of, 


lL. In accordance with the pr 


25X1A ciples and responsibilities outlined 
in each Assistant Director and 
Steff Chief will take immediate steps to reduce his unit files to an 


absolute operational minimum by employment of the following procedure: 


a. Appoint three individuals to a Unit Microfilm Team ayd 
report their names to the CIA Records officer by 28 July 1950. 


b. The CIA Records Officer will indoctrinate and train all 
Microfilm Teams in the use of camera equipment, reel indexing, 
and film inspection. Offices will be notified when personnel are 
to report to the CIA Records Officer for instruction. 


i Gee c. The CIA Records Officer in consultation with Office and 
25x 4A \ Staff Records Officers will establish a microfilming schedule 
: e ~giving first priority to those file series which have been 
“wi. selected for the Vital Documents Program. 


d. Unit Microfilm Teams normally will operate in the activities 
from which they are appointed and will be accompanied by one or 
more office representatives who have operational knowledge of the 
file series of each Division, section or comparable echelon. 


e. All file series will be examined and the following action 
as appropriate will be take: 


(1) Withdrawal of all non-record materials and destruction 
fin accordance with law and Agency regulations. 


(2) Designation of file series for scheduled disposition 
or microfilming. 


f. The CIA Records Officer will contact the Assistant Directors, 
Staff Chiefs and their Records Officers to explain the program and 
implement it as soon as possible. 


g Office and Staff Sections and Records Officers will famil- 
darize themselves with Administrative Instruction ae . dated 

7 November 1949, with particular attention CROSS sub-paragraphs 
d and e of paragraph 4. 


| a _ FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


DISTRIBUTION: A 


Acting Executive 
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CONFICENTIAL 
CANTRAL INTELLIGENCH AGENCY 


Washington, D. CG. 


25X1A | 


25 duly 1950 


SUBJECT: Employment Outside of CIA 


- 


1. Effective this date all employees who are engaged in or are 
contemplating acceptance of work activities other than their full time 
pesition with this Agency will be subject te the following procedure; 


a. Individuals currently employed im such outside activities, 
will netify their Assistant Director or Steft Chie? immediately. 
Einplcyees whe are considering an cutside position in addition to 
their Agency responsibilities will notify their Assistant Director 
or Staty Chief prior t. acceptance of such position. These 
notifications wilt be in writing and will state the perind of 
employment, the hcurs of work, nature of the position and salary. 
2. Assistant Directors and Gtaff Chiel's concerned will forward 

this informaticn to the proper Personnel Division for clearance with 
I&& Stalf. After decision has been received frum the Chiet of I&S Starr, 
the office c.mcerned will be notified. 


25X1A 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE. 


Acting Executive | 


DISTRIBUTION: ALL CLA EMPLOYEES e: fj 


be 


| yal | 
i ew | 
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STANDARD FORMS STOCKED IN CIA 


FORM NO. TITLE 

SFl Printing and Binding Requisitio 

Se Lease 

SF1y Telegram (7"'x6" ) 

SF, Telegram (8"x103") 

SF19 Bond of Indemnity 

SFe4 Contract - Construction 

SPe5 Performance Bond 

SFr2d5a Payment Bond 

SF26 Driver's Report - Accident 

S27 Investigation Officer's Report - Accident 

SF28 Claim for Damages - Accident, Motor Trensportation - 

SF3e2 Contract - Supplies 

SP45 Invitation, Bid and Acceptance 

SP46 Continuation Sheet for SF31 or SP43 

SPF49 Requost for Certification 

SFO Contract for Telephone Service 

SF50 Changes in Civilian Personnel’ 

SF51 Report of Efficiency Rating 

SF5e List of Efficicney Ratings 

SF57 Application for Federal Employment 

SF58 Continuation Sheet for SF57 

SF6O Application for Federal Employment (Short Form) 

SP61 Oath of Office, Affidavit 

SF66 Inquiry Regarding Status, Veteran Preference, and/or Service 

SF68 Notice of Official Efficiency Rating 

SF71 Application for Leave 

SF75 Position Description 

SF75a Guide to Position Classifiers, Employers, Supervisors for the 

Preparation of Position Descriptions 

SF78 Certificate of Medical Examination 

SF103 Application for Service Credit es 

SP105 Obligations, Benefits and Privileges of Membership in the United 
States Civil Service Retirement System e 

SP113 Monthly Report of Federal Civilian Employment 

SFll3a Quarterly Report of Federal Civilian Employment 

SF1012 Voucher for Fer Diem and/or Reimbursement of Expenses Incident 


. to Official Travel 
SFlQ12a 9 Voucher for Per Diem and/or Reimbursement of Expenses Incident 
' to Official Travel - Memorandum 
SF10l2b = Schedule of Exzenses and Itinerary of Traveler 
SFl0l2e Voucher for Per Diem and/or Reimbursement of Expenses Incident 
to Official Travel‘ - Continuation Sheet a 
SFlOl2@d Receipt for Cash - Subvoucher ye 


vale. | 
RESTRICTED 
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FORM NO. 


SF10lja 
SF1015a 
SF1015b 
SP1016 

ST1017¢ 
SP1O3) 

SF1O3Zha 


SP1035 
SP1035a 
SF1036 
SF1038 


SFLOLY 
SF1OL6 


-~ > -§P10L8 


SF1OL9 
SF1050 
SLOSS 


SF1062 
SF1067 
SF1067a 
SF1067b 
SF1067c 
SF1069 
SF1069a 
SF1070 
sT1080 
SF1080a 


SF1080b 
SF10800 
SF1095 
SF1096 
SF1097 


SF1097a 
SF1098 


R'USTRICTED 


2 enone ae sgen mete Sette cme 


STANDARD FORMS STOCKED IN CIA 
TIT Lis 


General Ledyer 

Allotment Ledger 

Allotment Ledger - Copy 

Distribution Ledger 

Journal Voucher 

Public Voucher for Purchases and Services Other Than Personal 

Public Voucher for Purchases and Services. Other Than Personal - 
Meme ondum . 

Public . icler for Purchases and Services Other Than Personal - 
Continuation Sheet . 
Public Voucher for Purchases and Services Other Than Personal - 

Continuation Siewt ‘ 
Statement and Certificate of Award 
Applicstiion for Advance of Fuads for Travel Expenses 


. Schedule of Collections’ 


Schedule of Transfers = Special. Deposits 

Public Voucher for Refunds - Memorandum 

Publio Youcher for Refunds 

Public Voucher for Refunds + Memorandum | 

Application for Fuayment of Amounts Due, Deceased or Incompetent 
Civilian Employees, Officers and Enlisted Men in the Military 
Service, and Public Creditors of the United States 

Government Bill of Lading - Extra Sheet 

Fublic Voucher for Transportation of Passengers 

Public Voucher for Transportation of Passengers 

Public Voucher for Transportation éf Passengers 

Fublie Vouchexs for Transportation of Passengers 

Voucher for Allowances at Foreign Posts of Duty 

Voucher Por Allowances at Foreign Posts of Duty ~ Memorandum 

Schedule for Retirement and Disability Fund Credits 

Voucher for Transfers between Appropriations and/or Funds 

Voucher for Transfers between Appropriations and/or Funds ~ 
Memorandum (Disbursement) : 

Voucher for Transfers between Appropriations and/or Funds ~ 
Blue (Collection) a . ; 

Voucher for Transfers between Appropriations and/or Funds = 
Green (Collection) 

Summary Statement of Disbursement and Collections by Apprepri- 
ation Limitations 

Sohedule of Voucier Deduoti sas: 

Adjustment Voucher to Effect Correction of Errors 

Adjustment Voucner to Effect Correction of Errors ~ Memorandum 


. Schedule of bensets Checks 
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FORM NO. 


SF1103 
SF1LO3a 
S¥1104 
SY LLO5 
SF'1106 
SI'1108 


SF1108a 


SFLLL3 
SFL11L3a 
ST'1116 
SFLILT 
SF1L118 


SF11L26s 
SF1128 
SF1128a 
SF1LE9 
SF1L129a, 
SF11L29b 
SF1L29c 
SF1130 
SFLL37 
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STANDARD FORMS STOCKED IN CIA 
TITLE 


- S. Government Bill of Lading - Originel 

8S. Government Bill of Lading ~ Memorandum 

. S. Government Bill of Lading ~ Shipping Order 

S. Government Vreight Waybill - Original 

U. S&S. Govermnent Freight Waybill - Carrier's Copy 

Certificate in Lieu of Lost U. &. Government Bill of Lading - 
Original 

Certificate in Lieu of Lost U. &. Government Bill of Lading - 
Memorandum 

Public Voucher for Transportation Charges 

Public Voucher for Transportation Charges - Memorandum 

Statement of General Accounts Balances 

Schedule of Balances Showing Status of Appropriations 

Statement of Apportionments and Allotment Accounts by 
Appropriations 

Pay Roll Change Slip - Supervisor's Copy 

Pay Roll for Personal Services 

Pay Roll for Personal Services ~ Memorandum 

Voucher for Petty Purchases 

Voucher for Petty Purchases - Memorandum 

Voucher for Petty Purchases - Continuation Sheet 

Voucher for Petty Purchases - Continuation Sheet (Memorandum) 

Time and Attendance Report 

Leave Record 
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PORT! NO. 


CS12 
CS1769 
CS2803 
CS2806~1 
CS2806-3 
082807 
CS2807-1 
CS2807-2 
CS3000 
CSS001 
CS3002 
CS3005 


RegquzOTED 
CIVIL SERVICE FORNS STOCXED IN or. 


TITLS 


Proof of Residence 

Affidavit as to Monbers of Family in Governmont Service 
Individual Retiroment Record 

Designation, Change or Revocation of Beneficiary 
Notice of Correction of Individual Retirement Record 
Rogister of Separations and Transfer 

Register of Adjustinents 

Aunual Summary of Retiremont Pund Transactions 
Retirement Deeth Claim 

Application for Rotirement Annuity 
Application for Retirement on Account of Disability 
&pplication for Refund of Retirement Deductions 


MISCELLANEOUS FORIS STOCKED IM OIA 


Treasury Departnent Forms 
poesia anita Atittoe ah itis ea 


aad. 


ee) 


Enployes's Withholding Exemption Certificate 

Bond Issuance Schedule - United States Savings Bonds - 
Series BE 

Bond Issuance Schedule - United States War Savings 
Bonds = Series B 

Power of Attorney by Individual for the Collection of 
Checks Drawn on tho Trsasurer of the United States 


Department of the army Forzs 
Soph NR Nice eB ahe nae ks* Di etal Gal 


£G0-"D17 
WiD43 
ID44 
NDdGte 
WD44b 
WD44e 
“TD58 
WDGO 
YID61 
VIDG62 


Requisition for Publications and Blank Forns 
Individual Earnings Record 

Pay Roll for Personal Services (Civilian Enployoes) 
Pay Roll for Personal Services ~ Continuation Sheet 
Pay Roll for Persenal Services - Memorandum 


Pay Roll for Personal Services ~ Memorandun - Continuation Shest 


Pay Roll Change Slip 

Pay Roll Certification Control 

Individual Earnings Records. Summary Control 
Har Savings Bonds Control . 


Federal Works Agency Fors 
neat ateendn Geel enaaatiinteeinis:- hehosied: Miielinceobalicd 


10-292 
B68 


Request for “fork to be Performed 
Property Pass 


Government Printing Office Forus 
ric 


®rder for Standard Forms or Suoplies 


KiSTRKISTED 


25X1A 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. 6, 


NOTrch ’ 22 June 1950 


SURUHCT: Operating Procodure for "Zr" ang "Qh Buildings Office 
Supply Stock Rooms. 


le Rosponsibility 


&. The Services Division is responsible for tho maintenance of 
adequate stocks of commonly used expendable office supplies jn Room 
2051 "I" Building, and Room 1152 "Ql Buildings The hours of operation 
will be from Q900 hours. to 1200 hours and 1300 hours to 1600 hours 
each regular workdaye ‘Tho nocessary personnel for operation of the 
stock rooms will be furnished by the Services Division. 


be Administrative Officers of offices servicod by the supply rooms 
are responsible for assuring that only the minimun quantity of commonly 
used items is maintained within their areas for office uso, as the 
supplies are available on a daily basis. Space in sates and other 
Piling oquipment will not bo used to store supplics. 


Ze Requisitioning 


Qe Pre~printed forms containing stock numbers of the itoms stocked 
for issue by tho building supply rooms are available from the storekeeper. 
This form will be completed in single copy by the individual authorized 
to procure supplies and will be’ prosented to tho storekeepor ag a requi- 
sition on the Services Division, in accordance with existing ingstruc- 
tions. 


FOR Tifi DIRECTOR OF INTELLIGENCE: 


DISTRIBUTION: A 
Plus: ORE = 20 
OSI ~ 10 
OCD ~ 20 
OSO = 30 
OPC == 20 
SSS — 10 
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CENTRAL INTELLIGENCE AGENCY 
Washington, I. C. 


NOTICE 15 June 1950 
25X1A [toy 2 


SUBJECT: Use of Ball Point Pens for Official Business. 


L. Hecause the writing fluid in most ball point pens lacks 
permanence, such pens shall not be used to sign, notate, annotate, 
or initial coumunications, documents or other papers prepared, 
received, or sent as a result of official business of the Agency. 


2. these instructions will be incorporated in the next issue 


of the Correspondence Manual. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


DISTRIBUTION: ALL CIA EMPLOYEES 
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CENTRAL JNIELLIGENCE AGENCY 
Washington, Db. @, 


evan Nowe 14 June 1950 


SURIECT:; Otservance of Vlag Day 
1. The following memorandum from the White flouse, dated @ June if ok 
L950, is quoted below fer your information: 


"THR WHILE YOUSK 
Washington 


"LO THE HEADS O# EXRQUTRIYR DEPARTMENT AND ACHING TIRE 


"Flag Day. June 14, 1950, the anniversary of the dav on which 
the flag of the United States vas adopted by the Congress as the 
emblem of the Union. will be chserved in the District of Columbia with 
speciel patriotic exercises in the syivan Theater on the Washington 
Monument Grounds beginning shortly afler 3:00 p.m 


"The Flag Day program has been arranged by our civic, fraternal, 
and religtous organizations as President Woudrow Wilsen stated in his 
proclamation setting aside Plag Day..... to serve as a means to give 
significant expression to our thoughtful love of America and our deter- 
mination to make it greater and purer. 


"It is therefore desired that as many as possible of the Federal 
employees in the area of the Monument Grounds who may be spared be 
permitted to attend the exercises without charge to annual Leave. Any 
enployees actively participating in the ceremonies will bea excused from 
duty without charge to annual leave at an hour early enough for them to 
adc so. 


/s/DONALD J. DAWSON 
Administrative Assistant 
to the President" 


2. All employees whose services can be spared without unduly 
impairing the operations of the office concerned, inay be excused at 
3:00 p.m. for such time as is required fcr the accomplisiment of this 
purpose. , 


FOR WHE DIRECTOR OF CENURAL INTELLIGENCE 


Acting Executive 


DISTRIBUTION: ALL CIA EMPLOYEES 
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CENTRAL INTELLIGENCE AGENCY 
Washington, De Ce 


SUBJECT: Emorgency iledical Treatment 


25X1A RUSCTSSION: Mobiou ie ::-: 16 Maroh 19506 


Le Guergoncy medical treatment for injurios sufferod in lino of 
duty or Lor any scdiesl omorgoncy for GTA’ omployees (and PRA porson- 
nol assigned to duty within tho CIA sroa), including all ambulance 
service, will bo ubbainod during 0830 hours to 1700 hours om normal 
workdays by calling Extonsion 2300, 2286, or 2595. 


26 All CIA omployoos (and FBA personnel assigned to duty withim 
tho CIA area) roquiring emergency medical troatmont for injuries or 
modical omorgency sufferbd tu lino of duty during nours other then 
judioated in paragraph lf above, may sbtnin such at the Providenos Hos~ 
pital, 2nd ond D Stroots, S.B. Form GA~16 is required and should be 
comploted prior to-reporting to the hospital ce nos soon theroaftor as 
possible. <ALL building suards mairbain o supply of this furme 


Se During hours other tann dndievbod in paragraph Ll nubove, omore 
geney ambulance service for all CIA oiapleveus (and PRA persomol as- 
signed to duty within the CIA ares) suffering frem illness or injury 
incurred walle om Governnont duty or vhilo on governnont premises is 
to be swmwned us follovs: 


Qe For personel INJURED while on duty in Washington or 
invediste vicinity, calls 


25X1A meme 00-0452 or DU-2570 (iti. Chambers Company) 
For pernsmol sutforing froma ILLNESS while duty, calls 


i “washington: HO=3522 (Amnbulaico Services) 
ae Arlington: OX=2900 (Arlingtou“County Rescuo Squad) 
<< : Suitlonds:  WYNel122 (Ambulance, Princo Georgos County) 
dent Bothosda: WI~1000 eee Chaso Resouc Squad) 
SE Aloxandria: AL=5200 (Alexandria Rescue Squad) 
ce For persgonnol olsher injured or suffering from illness 
while NOT on duty (but on Government premises),or fcr persons 
other than Government omployees, call as indicated in paragraph 
by innediately nbovu. 


de In all linos of duty omergencios, the caller must indisate 
that the request is for a compensution casde 


4. In casos of oxtreme conergency, ony ambulance (or roscuo squad) 
and hospital may bo called, 


FOR THE DIRECTOR OF CENTRAL INTEL 


DISTRIBUTION: ALL CIA EMPLOYGIS 


25X1A 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


on NOTICE 31 May 1950 


SUBJECT: Requests for Procurement Action by Supply Branch, 
Involving Appropriations Expiring 30 June 1950. 


1. Requests for procurement of equipment, supplies or services, 
(other than items available from stock) chargeable to appropriations - 
expiring 30 June 1950, shall be forwarded in time to reach Services 
Division, prior to 15 Jue 1950, in order to permit orderly completion 
of procurement action. 


@. Requests for procurement action received by Services Division 
after 15 June 1950 are subject to being held without action until the 
beginning of the new fiscal year. 


FOR THE DIRECTOR OF CENTRAT, INTELLIGENCE: 
| 25X1A 


DISTRIBUTION: A. 
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| CENLIRAL INTELLIGENCE AciiCY 
: Washington, D. C. 


NOVICE | 2h May 1950 
NA 
| 
| 


ao. S8 RS 
oUndCT: Annual Leave free 


le Attention of all Assistant Direetors and Staff Ciiefs ig 
invited to Section 1112 of the Appropriation Bil% for Fiscal tear 
1951, which hag already passed the House of stepresentatives and which 
is curreirtiy vending in the Senate. This jection reads as follows : 


"No part of tne funds of, or available for expenditure by any 
Corlovation or agency included in thie Act shall be available to 
pay for eonual leave accunulated by any officer or employee during 
the calendar year 1950 snd unused at the close of business on 
December 31, 1950: Provided, ‘that this seetion shall not ap aly 
to officers and enployeés wiose vost of duty is outside the 
continental United States ,!! 


2e Indications are thet Scetion 1112 Inay pass the Senate in 
j Substontially the same form as above, For this reason, pluns must 
be sade now for its inwlencntation. 

i 


| . 3. Insofar as Section 1112 applies to departmental employoes, 
4 it will be necessary for such employees to utilize all of the loave 
(26 days) which accrues to them in calondar year 1950 srior te the 
close af business on 31 December 1950. Any leave accruing to an 
emloyee in galendar year 1.950 and not utilized by the close of 
business 31 Decenbur 1950 iJ be Lost to the employee under Section 
Lille, . 


le In view of the above, it will be hecessary for all supervisors 
: to schedule all of their cuployees for their full 1950 ‘Leave 
: _ prior to 1 Jamary 1951, This willl be ‘i ordance with procedutes 
25X1A sét forth in 


5.6 Personnel stetioned outside the continental United States are 
exeupt from the provisions of Section Jile, and their leave will be 
governed im accordance with applicable CIA instructions. 


6e Wo fina'l determination can be made at this time as to the 
effect of Section 1112 on cmployees whose past of duty during calendar 
year 1950 will we outside the continental United States for a yor tion 


j fe of tue calendar year and tithin the United States for the remainder 

of the car. Inmediate planning in this connection will be based on 

i the assumation that leave accrued while the emoloyce is on duty within 

j the United States must be taken during the calendar year 1950, whereas 

4 : leave accrued while the employee is ata post of duty outside the conti- 

i | nental United States may be accrued against the employee's tobal Leave 
or utilised at the employee's option. 
{ i 
4 ' sie | 
| 
; | 
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Te It should be noted that Section 1112 refers only to the 
leave which an employes accrues during the calondar year 1950 and 
docs not affect prior accruals which an employee can continue to 
carry over. 
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CONFIDENTIAL 


(Office or Staff Section) 


Summary of Budget Estimates 
Fiscal Year 19_ 


ik 
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CONFIDENTIAL Appendix I 
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Appendix IIT 


FOR COMPLETION BY BUDGET ANALYST 
Past year 

(actual) $ 

Current year 

(budget &llowance) $ 

Budget year 


(office estimate) ¢ 
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Appendix Iv 


02 TRAVEL 


Schedule of Estimated Rates 


ee EA A ener pene vatnetnanananne—iesbene rte 
pattie Pa 


From To F 
1 a ; 
rn ee NE RE a ee eer ao 7 


New York Boston #20 ho 

Washington New York 20 Hie) 
nt Boston 35 65 
i Miami 75 150 
mo Rast Coast Points 25 50 
f Mid—Yest Points 50 | 26 
" Wiest Coast Points 200 L.50 
I Central America 225 Li50 | 
" South America 650 1,150 
" ETO 475 1,000 
" WEDTO 700 © 1,400 
tt FETO 1,000 2,000 


fal 7 f a 
Schedule includes average costs of transportation and per diem, etc; 
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Appendix vy 
03 TRANSPORTATION OF THINGS 


Schedule of Estimated Rates 


ES Ey as SIE CONS A wen aay fe stm ewseeen ne pee A enayeunttetmemsteaae ee 


Moter Vehicles 
eee EE. 


Crating (includes freight to Pom) $200 ..00 


Shipping (POE to destination) ETO 350.00 
MEDTO 600.00 
LATO 300.00 
FETO 500.00 


General Cargo (Delivery to addressee) 
Se poms oops 


(Adminis trative Supplies and equipment, 
Vommunications supplies and equipment, 
and operational Supplies and equipment) 


ETO 
MEDTO 
LATO 
FETO 


Per Ton 


Household Goods and Personal Effects 
a ne OH tT ects 


To POE (Based upon £.0. 9997 maximum weight 
reimbursement allowances: Family, 
7,000 lbs; single individual, 2,500 lbs ) 


Per 
350 mi. 100 lbs 700 
1,000 mi. 11.00 
550°0 nas 18,.00 
POE to destination ETO 275.00 
MEDTO 600.00 
LATO 150.00 
FETO 700.00 
Air Shipments ETO 
MEDTO 
LATO 
FETO 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D.C. 
(25X1A non rog 20 April 1956 


SUBJECT: Records Inventory 


ce nee ND sc3 7 voverver i9h9, 


l. This Notice sets forth a uniform procedure for inventorying 
files and filing equipment in the offices, staff sections, and field 
offices of the Agency. From the inventory, Agency records retention 
beriods and disposal tables will be established, also standards for 
filing equipment and supplies will be developed. 


2. The records officer designated for each of'fice and staff 
section will; 


ae Conduct orientation meetings for members of his office 
selected to assist with the inventory. 


be Pr:pare a control list of all file series and equipinent 
to be included in the inventory. 


Ce Supervise the physical inventory, review and submit 
necessary reports, 


3e Appendix A contains detailed procedural information. 


FOR THE DIRECTOR OF CESTRAL INTELLIGHACE: 25X1A 


Acting Executive - 2 


Attachment: Appendix A 


DISTRIBUTION: A. | 
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le Definitions: 


a Records are defined as including all books, papers, maps, photo- 
graphs, or other documentary materials, regardless of physical form or 
characteristics, made or received by any agency »f the United States 
Government in pursuance of Federal Law or in connection with the trans- 
action of public business and preserved or appropriate for preservation 
by that agency or its legitimate successor, as evidence of its organization, 
functions, policies, decisions, procedures, Operations, or other activities 
of the Government or because of the informational value of data contained 
therein, 


b. Non-Records are library and museum material made or acquired and 
preserved solély for reference or exhibition. purposes, extra copiés of 
documents preserved only for convenience of reference, and stocks of 
publications and of processed documents. (A processed document is one 
which has been duplicated or reproduced in sufficient number of copies 
for required distribution.) 


Ce File Series are thé major identifiable portion of an organized 
file which tan be déscribed, handled, used and disposed of as a unite 
A filing unit may be all the papers in one folder, one binder, in one 
drawer or in a series of drawers, A file series or filing unit is not 
an individual paper interfiled with other kinds of paper, but is a whole 
file or part of a filé, which requires a separate description by virtue 
of variations in arrangement of subject content, retirement or disposal 
characteristics, significant volume, or peculiar physical form of the 
papers themselves (as in the case of maps, drawings, or oversized files). 


de Microfilming is the process of photographing individual documents 
or files of papers on continuous small size film, so that the documents 
are too small to be read without magnifications Microfilming or micro- 
photography offers a means of reducing the bull of records by largely 
= méchanical techniques and yet permits the making of enlarged prints 
economically and at a rapid rate. 


e. WVital Records are those specific docwrents or files in the 
possession of CIA which are essential to the continuing administrative 
and operational fuuctions of the Aveney and without which these functions 
could not be recreated in the event of a major disaster, — 


Le Interpretation: 


The following general principles serve as a guide in deciding whether 
material is record or non-record, 


Te 


RESTRICTED 
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Me All file papers are presumed to be records. The mere fact that 
they were prepared, retained and filed indicates that they wore originally 
regarded as records, This premise dogs not mean that they are records, 
but merely that they must be regarded as records until their non-record 
character is established.e In other words, the burden of proof is on 
establishing tho non-record character of material, 


b. Fapers which onée have record character, always have rucord 
character. Values must not be confused with Characteristics. If papers 
are records when they are filed, they remain records as long as they are 
in existonce even though they may not have any retention values. For 
instance, changes in procedures quite often render obsolete the records 
brepared uader the old procedures, Their obsolescence is a good reason 
for disposal but no reason at all for circumventing the legal procedures 
for disposal. 


Ce early all non=riecords are determined on the basis of physical 
duplication, Jor example, if an organization has two files of purchase 
orders, filed in the same way, and Containing identical information, one 
of these files is hon-record. Following are qualifications to the physi-~ 
cal duplication rule: 


(1) Generally, duplicates must have been retained for con- 
venience of references to justify non-record interpretation. It 
is not’ enough to Say that exact copies are retained by another 
agency, or by another branch or division. It depends upon the 
purpose for which the file exists and the use made of it, 


(2) The fact that two files of exact duplicates in the 
same organization are filéd differently moy give record 
character to both of them. For instance, in the same organi- 
zation, both a numeric and‘an alphabetic file of the same 
material may be records, 


d. Duplication of essential content of files is not sufficient 
reason to construe files'as non-record. While such duplication may be 
good reason for disposal, it does not mean the files are non=record, 


regt om 3e Procedure for the Inventory: 
Peni ee ea UY 


The Records Officer for each office and staff section will be re« 
Sponsible for coordinating the following stages of the inventory: 

&. Within three (3) working days after ruceipt of this Notice 
orientation meetings for purposes of instruction and discussion of 


problems will be conducted by Kecords Officers with employees who are 
selected to prepare the iuformation required, OS 


~Dew 
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b. Within five (5) worhing days from the receipt of this Notice 
a pre-invertory list of file scvies and units of filing equipment will 
bo submitted to each Records Officcr by thu pursons’ selected to, assist 
with the inventory. These pre-inventory lists should show: (1) ° Date 
preparud, (2) Name of Division, Brunch, Section and Unit reporting, (4) 
Name or title of each file series, (L,) Nane and tolephone number of the 
person conducting ‘the physical iiventory, and (5) tie total number of 
items of filing equipment in use by size and type of each item. 


c. The above pre-inventory lists should be prepar.d in duplicate, 
one copy being retainod by thé Records Officer and the other copy to be 
transmitted by him to the Records Management tranch, CIA Library, OCD. 


d. The preparation and cxcewtion of the Files Inventory Report, 
Form No. 60-74, is outlined in paragraph 4, below. Initial distribution 
of forms will be made by the.CIA Records. Officer.. : 


L. Completion of Files Inveutory Report, Form Wo. 60=7h: 
pe a ee 
An original and two copies will be prepared. The orizinal and one 
"cory is to be ‘forwarded to the CIA Records Officor, The following sub- 
paragraphs give’ specific instructions for completing cach item on the 
Files inventory Report. : . | 


Item 1 - Form No. Show the CIA orm number. If the form has no 
identifying number, Iéave this space blank. If the form is a Standard 
Form-used by all agencies of the. Federal Gevernment, write the letter "g" 
before the form number. If the form is a Department of the Army, Civil 
Service Commission or other agency form, write the accepted abbreviation 
for the agency before the form number, If the file series is made up of 
a& principal form and ong or more supporting or subsidiary forms, show 
only the principal form here; show the supporting. forms under Item 7, 
"Description of Record", nk 3 


Item 2 - Title or Name of FPilee Show the titlo of the form, or 
the name of the report, or the name by wich the file is.identified. 
The name of the record ought to indieate the furnetion which it serves 
or provide a clear destription of its contents. For example, Purchase 
Order, Receiving Copy, or Request for Intelligence Information. 


An exception may be made, if for security reasons, full organizational 

names may not be usedo In such cases,y.the authorized abbreviations will 
be shown in this item. However, the Records Officer for the Office or 
| Staff Section’ must insure that identification of these organizational * 
units ths: preserved and ‘is: available for reference if necessary. 
i : = 5 


| | 2 


Rramp Tarp 


x 
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Item 5 - Locationse Give the locations, city and buildings where 
the records are Tiled. Include locations where portions of file series 
are stored, 


Item 6A - Prepared By. Give name or initials of individuals pre- 
paring the Files Inventory Report formse The lists made by the Records 
Officers of individuals designated to take the inventories will be pre- 
served to identify these persons. 


Item. 6B is Dates Show dete the form is prepared. 


© ences see 


Item 6G = Approved Bye Show initials of Records Officer authenti- 
cating completeness and accuracy of form. 

Item T= Description of Record or File. Enter a brief but adequate 
description of the file, telling its purpose and listing all forms, differ- 
ent types of reports or other papers included... If the.file consists of 
records which warrant special protection, such as vital records, state 
this fact and suggest whether security copies of the records should be 
made for storage in an ares removed from the record copiese Occasionally, 
it may be necessary to continue the description on an attached sheet of 
PAPE? » 5 x o inches in size, 


Examplos of entries under Item 7: 


Administrative Correspondence File including original 
copies of letters received, copies of Letters sent and 
various supporting papers, fastened into heavy pressboard 
folders. 


Requests for Supplies and Equipment including carbons 
o:' Forms No. 36-7 and memoranda approving or requesting 
action on purchasese 

Requiroments Directives File ineluding Forms Wo. 60=1, 
Request for Intelligence Taformtion, Forms No. 60-101, 
Collection Directive form letters, logs of items received 
and related corruspondence. 


Item 8 - Size of Record. Check the proper box to show the size 


i of ‘tho io principal papers in ca leo 


Item 9 - Kind of Copy. “Check the proper space to indicate the 
kind of copies of the principal papers inoluded-in the file. If file 


includes different kinds of copies, check the space marked ‘mixed™, 


"ted 10 = Quantity of Re cords. Compress the papers in the. file 
drawer or on shelves and measure the thickness with a ruler. Show as 
Item 10A the number of linear feet now in filee Show lesser quantities 


as fractions of linear feet. Show as Item 10B the number of filing 
oo - erawers or shelves now required for the file. 


ole 
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Item 11 - Piling Arrangement. Show how.the file is arranged, Gogey 
alphabetically by name of correspondent; or geoprapiically by country 
and clty; or numerically by Purchase Order numberss or subjectively by 
codes selected from the GIA Filing Menual; or from the CIA Library Intolli- 
gence Subjeot Cade (ISC); or from somo other commonly used classification 
code such as Army's Basic Intelligence Directive (BID). 


Item 12 ~ Dates Included. Show the span of the file series fron the 


.carliest dates to the most rocent, If the series ig still accumulating 


write "To Date" for the most recent date. 


Show lesser quantities as fractions of linear feet. 
If the file is closed write the word "none" in this SPACOs 


Itom 1, - Description of Filing Equipment. Show in the propor 
spaco from ILA through IG thm | description of cauipnent in use for 
the file. If more than one type of cquipment is used for portions of 
the file, show the other tyres on the seebnd line under L4H Remarks > 


IA - Size: Check the proper box which doscribus the size of 


equipment containing the file series, 
. | 


14 ~ Type: Check the proper box which describes the type of 


‘equipment. containing the file. series. 


yc = Kind: Check the propor box to indicate the construction of 
the “quipmente ,_ 3 
- 14D - Number of Units: Show the nwaber of filing cabinets or 
sholf sections of Gach typo in use, 


ik = Drawers per Units Show the number of drawers in each unit 


of equipment. If the item is a visible filing cabinet, show tho number © 


of panels, or if shelving, show the number of Shelves per section, 

uP - Rows per Drawer: Siow the number of rows per drawer if more 
than one, For instance, 5 x 5 card cabinets often provide for two rows 
of cards per drawer. 


r we = Depth per Unit: Show the dspth of the filing drawer in inches. 
If shelving is uscd, Siow the length of the shelf, : 


WH + Remarks: Use this space for additional entries if the file 
serics is housed in mors then one type of filing equipment, or if other 
notation necd be made. 


APPRAISAL OF RECORDS: 


The items numbered 15 through 23 concern the value of the file series 
and recommended period of retentions The specific items are listed below: 


Om . 


RUSTRIONED 


i oy 
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Item 15 - Official Authorization for istablishing or Maintaining 

the MiYTevs Tr a specific authorizing directive requires the preparation 
and maintenance of records vomprising the file series, make reference to 
he directive here. Most ile series are established as a natural product 
of the operations of the creating organization and no definite requirement 
for the filo series exists, tf there is no authorizing directive write 
the word "none" in this spnoe. 


for retention of the file series, whether the documents have administrative, 
fisoal, historical, legal, vesearch, or merely reference value. If none 
of these apply, check the space marked "other", 


Item 18 - Record Charucter. Check the box to show whether the file 
_ series Is record or son-rescord, as défined in paragraphs da and 2b of 
25X1A Attechment A to ClA MM and.as discussed further in paragraphs 
3a through 4d of the same Attachment. If the record character remains in 
doubt, cheek: in the box marked "undetermined". 


Item 19 - Vital Records, Gheck the promer box to indicate whether 
the file series has been dzsienated as Vital Records, is under consideration 
for designation, has been determined not to include Vital Records or its 
status is undetermined, ee 


Item 20 ~ Extent of File Duplication. Check. the appropriate box to 
indicute duplication of the file Ser1ese 
of exact copics if known. 


transfer. 


_ _ Item 22 - Recommended’ Disposition. Show, to the best of your ability 
by checking the proper box, what disposition of the file series is recom 
Ee mended, Fill in the estimated age in months or “years when the file serios 
rs should be tronsferred to Agency storage or destroyed, These transfer or 

tS destruction dates do not nuthorize transfers to storage nor destruction 

i of records but will aid in the scheduling of transfers and in establishing 
: retention periods as provided by law. 


EB : 
, hoe OCT ee ae 

2 Item 23 - Recommending Officials. Enter here the names of officials 

be a 

i reconmending the entilon periods under Item 27.. 

' 

i ~6+ 

i 
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CENTRAL INTELLIGENCE AGENCY 
Washington, Do Ce, 


NOTtCR | 6 April 1950 


aged, 


SUBJECT Attendance of CIA Employees at the Ceremonies in Tribute 
to Gabriel Gonzalez Videla, President of Chile. 


eect 
eee 


ore 


sts 


oy 


1.’ The following, memorandum from the White House, dated 3 
April 1950 is quoted below for’ your informations 


ttmrrp cs mT 
THE WHITS HOUSE Washington 


"TO LE MEADS OF EXEcuUrTyE DEPARTMENTS AND AGENCIES 


"Ceremonios have béen planned to pay tribute to His Excellency 
Gabriel Gonzalez Videla,’Prosident of Chile, who will arrive in 
Veghington April twelfth, for the purpose of making an official visit 
to the Unitod States. 


"His Excollency will réach tho Hational Airport at 3:00 Pl, EST, 
on Nednesday, April twelfth, where thore will be a brief ceremony. . 
After-crossing the Momorial Bridge and rounding the Lincoln Momorial, 
he will proceed along 23rd Street to Constitution Avenue (expected to 
arrive at Constitution Avenue at approximatoly 3:15 PM), oast on Con- 
stitution Avenie to 12th Street, north on 12th Street to Pennsylvania 
Avenue, west on Pennsylvania Avenue to the District Building at 14th 
Street and Pennsylvania Avenue, whore he will be officially welcomed 
and presentedwith the key to the City of Washington. He will then 
continue along Pennsylvania Avenues to 15th Street, north on 15th Street 
to Pennsylvania Avenuo, west on Pennsylvania Avenue to the Blair Hous@e 


"It is desired that as many ag possible cf the government employees 
oxtend their greotings to President Gonzalez Videla. For the accomplish~ 
ment of this purpose, Prosident Truman has indicated that the Heads of 
the @efartments and agencies’ shall excuse fron work those enployoes 
whose services can be spared, withsut charge to annual leave, for such 
tine as is required to greet President Gonzalez Videla on April twelfth. 25X1A 
Th:se members of the Nati mal Guard participating along the route to be — 
taken by the Presidontial party will also be excused fron duty with- 
out charge to annual leave at an hour early enough to pormit them 
arrive in uniform at their appointed stations. 


/S8/ DONALD 8. DAITSON af 
Ldninistrative Assistant /'! 
to the President" 


2e ALL omplsyees whose sorvicos can be apared without unduly 
impairing the operaticns of the sffico concerned, may be excuséd at 
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5:00 PM for suoh timo as is required for the accomplishment of this 
purpIEO. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


Bxe cutive 


DISTRIBUTION: <ALL CIA EMPLOYEES 


1 
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25X1A 2 April 1959 


Sinisa ae 
ST3JIECL: Leave on Good Friday, 


on 4 V4 oye, hs. Car re ee 
the Dirvetor desievs that all enployecs who wish to attend 
"¢ Lird Sey a co Yo Tyee pt 
religious Survicws on Good Priday, 7 april 1950, be pormitted te de 


le 5 eer J spac ‘ 
So, to the extent commensurate with necting essential opsrational 


requivemouts. Supsivisore sill ap. iB WOY hud 
I S028 KLAL srocnmpu wore sehudules to permit the 


maximum number of esployacs to ba eigen, MOSeres duriue working 
hours fo i Urptose will | 
3 rothis purpose will bu ecard to apnunl luave, 


Wats yar ase *s ie tee) eas : Sat, 
POR TAD DIRECTOR OF CFT UL INTEL LIGSMCH 
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CENTRAL INTELLIGENCE AGENCY 
Washington, De Co 


NOTICE 13 March 1950 
25X1A 
| SUBJECT: Visiting Nurse Service 
1. Visiting nurse service will be provided as indicated below 
during normal workdays: 
NE" Building Room No. 1035 0830 to 1630 hours 
HQ Building Room No. 1259 0900 to 1015 hours 
Rosslyn Room No. 22 1100 to 1130 hours 
East 000 No. 2013 0930 to 1000 hours 
| Central Building Room Nos 107 0830 to 1700 hours 
Building #1) Room No. E=21 On call= Exte 2300 
| Auditorium Room Now None On call- Ext. 2300 
25X1A a Room Noe 1A118 On calle Ext. 2300 


2e In case of serious injury in line of duty or any Medical 
Emergency between 0830 and 1700 hours, call “oxtension 2300, 2286, 
or 2691 immediately. . i 


, 2p 

3«e The above schedule and nurseg!hours are subject to change | v ) f 

| as the need arises. ; fhe BX 1A 
i FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: — yee. 

; pee dA he \ 

« 

: oo 25X1A 


Executive 


DISTRIBUTION: ALL CIA EMPLOYEES 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D.C, 


NOTICE 16 March 1950 
25X1A 
SUBJECT: Emergency Medioal Treatment, 


1. Emergency medical treatment for injuries suffered in line of 
duty or for any medical emergency may be obtained during 0830 hours 
and 1700 hours on normal workdays by calling Extension 2300, 2286 or 
2590. . 


eo Emergency medical treatment for injuries or medical emergency 
suffered in line of duty during hours other than indieated in paragraph 
1. above may be obtained at the Providence Hospital, 2nd and D Streets, 
S.E. Form CA-16 is required which should be cempleted prior to report- 
ing to the hospital or as soon thereafter as possible. All building 
guards maintain a supply of the form. 


Ze Ambulance service may be obtained at the Garfield Hospital, 
Ambulance Division, phone ADams 7500. Caller must indicate the request 
is for a compensation case. 


FOR THE DIRECTOR OF Clw?TsAL INTELLIGENCE : 


25X1A 


Executive 


DISTRIBUTION: ALL CIA EMPLOYEES . 


25X1A 
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CENTRAL INTELLIGENCH AGENCY 
‘ Washington, D. C0. 


NOTICE 13 March 1950 


SUBJECT: Chest «-Ray Survey 


? 


le A yearly X-Ray service is available to all employees of 
this Agency and is conducted on a rotational basis. All X-Rays 
will be taken, analyzed and recorded in the Medical Division. 
Personnel should not make inquirics by telephone relative to X-Ray 
results, Where circumstances so merit it, the Medical Division will 
contact the particular individual, 


2s iunployees who have had a chest X-Ray within the last six 
months will not be eligible. This ruling does not apply if the 
employee has been exposed to Tuberculosis during that period. Such 
ind“ viduals are encouraged to report to the nursing section, Medical 
Div.sion, Central Building, so that proper follow up can be initiated. 


3. An advance notice of one day or more will be given each 
office or activity of CIA, indicating the date that X-Ray service 
will be availablo, The office or activity will be responsible for 
the. preparation of rosters, including time and date of appointment 
for the employees desiring this service, and for scheduling them 
within the limits of tine set by the Medical Division. <A copy of each 
schedule must be forwarded in advance to the Medical Division. 


FOR THE DIRGCTOR OF CENTRAL DTELLIG&NCE: 


DISTRIBUTION: ALL CIA auPLOYEES 
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3 | CENTRAL INTELLIGENCE AGENCY 
25X1A_ a Por. renee tons pee 


9 March 1950 
SUBJECT: Medical Care of iLlitary Personnel and Their Dependents 


le Medical care and service available during regular duty hours 
Monday through Friday, with. ee excep han of holidays, include the 
followings “ 


ae Sick call will be held every morning between the hours 
of 0830 and 0930 in the Diep snaetyy: Central Building. 


be Military neesonicd reporting to the Medical Division, 
will identify themselves as such, to the Medical pivasion recep= 
tionist, for proper referral and recording, 


ee NOut. Patient Service! is available only during regular 
cove ae - 


: de mergency treatment is aiaesabee at any time during 
_ hormal que hours.s 


Ge ‘Hospitalization and specialist care, if required, in 
the judg semnent of the medical officer, will be’ arranged for and 
appointments made by the Physical Qualifications Branch, Medical 


Division. 
2o lmergency service, treatment or hospitaliaation, after regular lh, 
hours of duty, weelc-ends and Heieayes : ieee 


ae Army and Air Hones penconnel requiring Scoauient for 
themselves or their ‘dependents, will report, to’ the Army or Air 
Force Installation closest to theitr'home. and in accordance with 
the Zoning Instructions contained in War Dept. hemo. Ho. 10-5052, 
dated 12 March Lt? «. 


\ Q) Walter Reed Zone: 


(a). Telephone Gforgia 1000, Bxtension 1. 


-(b) Region served. Area bounded on the west and 
south by the Potomac River; on the south and east by the 
Anacostia River and the Defense Highways and, on the north 
by a line drawn on a ten mile ‘radius from the Army Medical 
Centers 


(2) Fort Myer Zone: 


(a) Telephone CHostnut 3000 (ask operator for "Out 
Patient Clinic!) 


ee 
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(b) Region servedi Area bounded on the east and 
north by the Potomac Rivers:on the south by a line extending 
through the toms of Snowden, Gum Springs, Laurel Grove 
and Garfield; and on the west by a line drawn on a ten mile 

_vadius from Fort Myers 


(3) Bolling Field Zone: | | 
(a) Telephone FRanklin 9000, lixtension 4211, 


(b) Region served. - Area bounded on the west by 
the Potomac River; and, the Anacostia River and: the: Defense 
Highway and on the south; and, east by a line dravm on a 
ten mile radius from Bolling Picld, ) 


‘ (4) Fort Belvoir Zone: 
' (a) Telephone TEmple: 74.00, Extension 15. 


(b) Region served. Area bounded on the east and 
south by the Potomac River 5 on the north by a line extending 
through the towns of Snowden, Gum Springs, Laurel Grove 
and Garfield; and on the west by a line dravm on a ten 
mile radius from Fort Belvoir, 


be Army and Air Force personnel having received emergency 
treatment, hospitalization or assigned to quarters will report 
such information or if that is not practical to have .it reported 
to the Physical Qualifications Branch on Extension 2692, the 
next day of duty. . ; 


. Ce All personnel will report release from hospitalization 
or from quarters to the Physical Qualifications Branch on Exten- 
sion 2692, whether assigned by the CIA Medical Officer or asa 
result of omergency service assigned by a medical officer of a 
particular military medical institution. : 


de. No one will be placed on "quarters" without proper 
authorization by a Service medical officer, + 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 


25X1A 


Captain, USN 
Exe cutive 


DISTRIBUTION:. Ay 
. ALL Military Personnel 
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RESTRICTED 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A NOTICE ; 7 March 1950 


SUBJECT: CIA Seal 


Ll. An official Central Intelligence Agency Seal has been 
approved by the President and announced in Executive Order No. 
LOl11 dated 17 February 1950. A facsimile of the seal is repro- 
duced on the reverse of this Notice, 


2. All design suggestions received in response to CIA Notice 
25X1A were carefully reviewed and submitted to the National 
eraldic Division, Department of Defense » for final determination 
as to appropriateness and suitability. In view of the fact that 
the approved seal included ideas of a number of the Suggestions 
submitted, no cash award could be made under the Employees Sug- 
gestion Program. 


3. The Director extends his appreciation to all participating 
employees for their generous response to his request for suggestions. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive 


DISTRIBUTION: ALL CIA EMPLOYEES 


RESTRICTED 
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a F ie ides 
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Chi Tal CUTSLELCANC AGHUCY 
Voshington, D.C. 


25X1A POV Cw 28 February 1950 
SUBJECT: Application Lor War Prisoner and. Internee Benefits, 


lo the War Claims Act, 1948 (Public Law 896, 80th Congress) 
provides for the payment of certain venefits tos (a) members of the 
wilitary and naval. forces of the Unisbed States who were held pivisoner 
of war by an enemy government; (b) civilian United Stabes citizens 
caztur od acd darterned by the Japanese Covernuenb or who went dnbo 
hiding to ovoid capbure or inbermmeout by the Japanese Government 3 
(c) survivors of versons indicated in (2) and (b) above. 


Go Vlaims uader tre Act must be filed prior to 2 warch L951, 
je diimoloyees elimivle for benefits under this Act may obtain 
application forms and information frow tie Headauarters Debachment, 


Room 116, forth Buiidi: yr. 


FOR THE OTRCTOR OF CovuiiaAl LN'MsLLIGHiCn s 


25X1A 


sxecubtive’ 


DISVURIBUEION: ALL CLA EMPLOYESS, 


STRICTED | 
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RESTRICTED 
CENTSAL INTRLLIGENCE AGENCY 


Washington, D. C. 
25X1A 


SUBJECT: Notary Public Service. 


LaSCISSION: Notice No Pod dated 27 February 1950, 


In order to meet the official needs of the Agency and, in addition, 
to assist CIA employees in obtaining notarial service, the following 
named ClA employees have been designated to administer such oaths during 
regular working hours, ‘This service will be provided witheut charge and 

~in accordance with the terms of their commissions as Notaries Public: 


NAME ROOM BUILDING 


ere eeeaeeonu 207 ooreeecclO Te St. 
teeeeees LOT seve ce aee ld ie St. 
cocececs LIZ ,,,,, South 


a 


Cmeee wie LOO seek 


POR THE DIRECTOR OF CENTLAL INTELLIGENCE: 
25X1A 


DISTRIEUTION: ALL CLA EMPLOYERS. 


RBSTRICTE 


Ps 
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RusTRIOTED 


. 4 l 
1 otsaae 
CENTRAL INTELLIGENCE AGENCY ce eis 
Washington, D. C, ey ne 


ae 


27 February 1950 
25X1A 


SUBJNCT: Notary Public Service 


In order to mest the ot'ficial needs of' the Agoney and, in addition, 
to assist CIA emplovees in obtaining notarial service, the fellowing 
named CIA empleyses have been designated to administer such eaths during 
regular working hourse This servi¢e will be provided without charge and 
in accordance with the terns of their commissions as Notaries Publis: 

NAM S ROOM . BUILDING 
Pee eee, ey eee eee COT pas eae 2eE10 E. Sto 
a ee COT arveses 2210 Be St. 


25X1A 3 
hor eee nve88 CDG eevee South 25X1A 


NRE ee, oo 7 oe 


steven eee eco L705 ceeeee MEM 
terre seeeene L067 eeeree MLM a | | 
a S4d aloes s enPOSLLS sou? "Ogell, 

teteserveces L00.eeeee. Central 


pPeseoeneeanenge LOZ ovens Upqt 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


Captain, US) 
Executive 


DISTRIBUTION: ALL CIA EMPLOYERS 


RESTRICTED. 
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RESTRICTED 


CENTRAL INTELLIGENCE AGENCY 
Washington, De Ce 


25X1A 


SUBJ5OL: Formation of a Naval Reserve Unit - Activation Date, 
REFERENCE: Notice No 


le Inline 2 of paragraph 1, reference Notice, change 
the date from Tuesday, 21 February 1950 to Menday, 27 Fekruary 
19596 


2o This change is necessary hecause Cop oi 
advises he is unable to attend on the date originally sev. 


25X1A 


25X1A 


FOR THE DIRGCTCR OF CENTRAL INTELLIGENCE: 
25X1A 


Captain, USN .’ 
< Executive 


25X1A 


DISTRIBUTION: ALL CIA EMPLOYERS 


RESTRICTED 
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CENTRAL IVIBLLIGENCE AGENCY 
Washington, D. ©, 


25X1A 


SUBJECT: Writing of Dates within CIA. 


REFERENCE: Chapter I, Paragraph 5.a., CIA Correspondence Manual, 
dated January 19,8. 


1. Reference requires that within Cla dates be written in the 
day~month-year form, i.e. 17 February 1950. It forbids use of skeleton 
style 5/1/50. 


2, Noncompliance with this directive by various CIA units is causing 
confusion within the Agency and attention is directed to the reference for 


strict compliance. 


FOR THE DIRECTOR OF CHNTRAL INTELLIGHINCH: 


25X1A 


Captain, USN fi 
lixecutive // 


DISTRIBUTION: A. 
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1 ones tome 


CENTRAL INTELLIGENCE AGE CY 
Washington, D. C. 


25X1A 


Uy, Pobruary 1950 


SUBJECT: Formation of a Naval Resorve Unit. 


1. vVomposite Unit W-1h, of the Naval Reserve will be activated under 
the retomac River Neval Command on Tuesday, @1 February 1950. Membership 
will be limited to Naval Reservists currently employed by the Central 
Inteliigence Agency. he achiveation meeting will take place between 1730 
and 1950 heurs on the above date in the auditorium of the Department of 
State, 2lsat Street and Virginin Avonue, N.iW., Washington, De. C. 


e, Tho Avevey welcomes the activation of this Naval Reserve Unit. 
It is anticipated that its benefits will include (a) maintenance of an 
active status for many Reservists who might otherwise be relegated to 
inactive status because of civil employment by the Central Intelligence 
Agerey; (b) provision of a training program which will enhauce the broad 
value of the Reservists not only to the Navy but to the Central Intelli- 
eonce Avency as wells (c) provision of a recognized Neval Reserve Unit 
whicn can cooperate with other CIA reserve organizations on problems of 
interservice coordination of particular concern to the Central Intelli- 
geuce Agency. 


. 3, The prossective Commanding Officer of the Unit, QM 25X1A 
25X1A has requested that all employees who now have or who 
ve eligible for any Neval Reserve status be notified and cordially 
invited to attend the activation meeting. Captain E. D, Graves, USN, 
Director of Naval Reserve, PRNC, Captain W. L. Gates, USNR, and several 
other officers on the Start of the Commandant, PRNC, will te present and 
Will give authoritetive answers to questions pertaining to the Naval 
keserve. As guest syeaker, Captain James BH, Van Zandt, USNK, has becn 
invited to speak on Naval Reserve matters. Captain Van Zandt, as United 
States Kesresentative from the State of Pennsylvania and as Brigedc Com- 
inander of the Volunteer Units, PRNC, has long taken an active interest in 25X1A 


tne Naval Reserve and is extremely well-qualified to speak on the subject. LA 
naan 
hk. Civilian dress will be ap:ropriate. 

SOR THY DIRECTOR OF CENTRAL INTELLIGENCE: Se 

Pe BE 

- 

i a A 
4 t 

| 25X1A 

{ é 

Captain, USN 

Executive 

: DISTRIBUTION: ALL CIA EMPLOYEES 

RESTRICTED 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. Co 
| NOTICE . 20 February 1950 
25X1A ieee 


SUBTECT: Presentation of Awards for Employee Sugvestions 


le On 9 February 1950, the Director personally presented awards 
to two employees who had submitted meritorious suggestions, The 
employees and their awards are: 


O5X1A - Certificate of Award and $61.10 


- Certificate of Award 


2o ‘The Suggestions which have been adopted will save the Agency 
approximately 31,845.00 annually, In addition, certain intangible 
Savings have been realized, 


32 During the past six months » twenty-one employee suggestions 
were received, In addition to those adopted, eleven were not adaptable 


and the balance are under considerstion by the Committee on Awards for 
Meritorious Suggestions, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


DISTRIBUTION: ALL CLA EMPLOYERS 


Ponte ra aati R a gten A wT aS e 


L 
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CENTRAL INTELLIGENCS AcENCY ~. | 3 25X1A 
Washington, Die Cess * 


25X1A NUT ICE | 23 January 1950 
| gt 

SUBJECT: Voluntary Contributions. ai AL it 
7 : AN aN ‘ é Le : 


, 
z 


lo In the next few months, various national and local organi zati 
will make direct appeals to the people’ throughout the Government for 
financial support in carrying ous their’ programs of safeguarding and 
improving the lives of thousands of men, women and children in this and 
other comnunities throughout the nation, 


&e Past experience has shown that these services have been most 
effective in providing social and recreational services, insurance against 
privation and juvenile delinquency, as well as sickness and accident pre- 
vention, net _ 


3. ‘In order that you will have sufficient information concerning the 
objectives of these organizations, and the types of service rendered the 
Community,:-the following information is provided: a : 

° ot : F 
&e The Metropolitan Police Boys Club is a community organization 
which conducts-a membership drive yearly to- finance seven boys clubs 
and summer camps for less fortunate youngsters of Washington. The 
money obtained from these campaigns makes it possible for more than 
17,000 boys to participate in clean recreational activities and to 
become strong American citizens, To finance this worthy cause, the 
campaign committee has sét for its 1950 poal, a total of 150,000 
memberships. Various types of memberships are available to the 
public with dues ranging from one dollar to one’ hundred dollars 
annually, The campaign started 3 January and will continue through 
the early part of February. 


b. The Arthritis and Rheumatism Foundation ditive for money to 
fight rheimatic diseasés 1s a new campaign, bub when it is realized 
that arthritis sufferers outnumber all victims of canoer, diabetes, 
heart trouble, and ttberculosis combined, the need for funds is self- 
evident. . 


‘The ‘Foundation's goal fer 1950 is 2,000,000 dollars to be 
used for vastly expanded research, hospital beds and clinics, nation- 
wide public education to halt the progress of the disease, and retrain-~ 
ing and rehabilitation for nearly a million permanently disabled 
arthritis victims. 


The campaign began 1 January and continues through 31 January. 


Dy ee 
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¢, Tho National Symphony Orchestra Association was incorporated 
in Decombér 1931, under the laws. of tho District of Columbia, as a 


musical, educational and non-profit corporation. 


Annual Membership in the Association is composcd of those 
who contribute @5 dollars or more to tho Sustaining Fund Drive. 
K contribution of ten dollars entitles the contributor to an Associate 
Memberships It is felt that 211 serious music-lovers will want to 
contributes in order thot the National Symphony Orchestra can continue 
to grow and improve as it has shown itself capable of doing in recent 
yoar's. 


doe The Grippled Children's Society Drive begins 15 Fobruary and 
ends 1 Morch. Tho Society is a national organization devoted to the 
cause of caring for afflicted children and equipping them for later 
life. 


@w The March of Dines is a well-known cause; its goal is to 
stop the spread of infantile paralysis and provide treatment and - 
rehabilitation for those now afflicted. The campaign began lh 
January and will continue through 31 January. 

f. ‘the American Red Cross is a national. organization which 
maintains relations with O7 other Red Cross socicties throughout 
the world. It serves the armed forses abroad and at home. It 
functions os the national relief agency when disaster strikes. 
It promotes health and safety through its first oid and accident 
prevention, nursing, and national blood programs. The campaign 
for funds of this organization will be carried on through the month 
of March, Sixty-seven million dollars will be. required to carry on 
the worth-while work of this activity. The goal for the Washington 
Metropolitan Area is 1,039,000 dollars. 
ge The American Cancer Society is = national organization 
established to conduct research, promote education and furnish 
surveys to find the cause and cure for cancer, to educate the. 
people to see their doctors upon the first danger, signals of, the 
disease, and to promote in general such authentic and approved 
projects as will help bring cancer under control. - . 


The finoncial drive of this society will take place during 


‘the month of April. The goal of the campaign is to obtain a contri- 


bution of one dollar from each Government employee. Sixty per cont 
of each dollar contributed will remain in this community to promote 


the study of cancer control, 25 per cent will be used for research, 


and 15 per cent will be devoted to educational and administrative 
work, . a = | 


t 


‘ 
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ie Although it is apprceiated that the personnel of this Agency 
have rosponded time and time again to thesv various causes, it is 
believed that the worth of the current campaigns is cloarly ovident, 
and it is therefore urged that everyone contributc according to his ow 
personal financial situation, Keyworkers in each Division will be avail- 
able to receive voluntary contributions for the above-named causes. 
Contributions to these chariteble organizations may be counted as allowable 
deductions on next yoar's income tax returns. 


25X1A 


Roar Admiral, USN 
Director of Central Intelligence 


DISTRIBUPION: ALL CIA EMPLOVEES. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, De Ce 


25X1A NOTICE 18 Jonuary 1950. 
aaa 
SUBJECT: Community Chest Fodoration Campaign Roturns. 


le The following lott: r rddressed to the Director of Central Intel- 
ligence is quoted for th» information of all concerned: 


"Now that tho ot npaign for the Community Chest Federation is 
over, I want to o::priss to you personally and through you, to 
your fine workers, .° thanks for the loyal and thorough support 
that you gave mo ag cl..irman of the Government Unit in connection 
with this wortiwaiile community endeavore 


"You will brs gieé to know that tho Government Unit in this 
campaign has nod aloveé approximately 95% of its assigned quota, 
reising the sur. of $1,503,985.05 which reflects the giving of 
214,052 employses in soth the Fedoral and District Governmontse 
While reslizing we dit! not quite reach our goal, I think this 
is a gratifyir.g achiov omant and all those participating deserve 
congratulatioris. 


"From the, last returns befora mo, your Agoncy has contributed 
the sum of $115,473.84 for the sifts of the members of your Agoncye 


"Fow of tho thousands ¢f bonoficiaries of tho fund in tha 
Vatlonal Carsital Area ar.: in m position tc oxpross their prati- 
tude for trour offorts in Shefr behalf. Tlowever, our sntisfac- 
tion comes from the sons> of a job woll done and in the knowl- 
edge thet tre have contribt $oc our part to strengthen the com- 
munity intvhich we live. 3y our efferts wo have mado it a bet- 
tor placo in which to live, and hae helpod to alleviate the 
distress ¢ni suffering of soace of our loss fortunate neighborse 


"Thenking you, I am 
Sincorely yours, my: be 
fr! a 
(Signed) MAURICE J. toprn" /! \_ 
2» The Di? ector wishes to expcoss his appreciation to all those 
who helped make CIA's contribusion to tho Community Chest Federation 


such & £97,erous onde 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


f hb) tastes GUY 
i EE Me pater = i 


-DISTRI3UTION: All CIA Employoa:, a . 
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RESTRICHD 


QOENTRAL INTELLIGENCE AGENCY 
Vashington, D, C. 


25X1A NOTicnr 10 January 1950 


SUBJECT: Amendment to Civil Service Retirement Syste 


1. Information contained in the attached sheet has been reccoived 
from the Retirement Division of the U. $, Civil Service Commission, 
and is furnished for attachment to your copy of Standard Form No. 105 ‘ 
"Certificate of Membership in the United States Civil Service System", 


2» The amendment of 30 September 1949, is an important change in 
the Retirement Act. It liberalizes the survivorship feature of the law 
in two respects; (1) it grants a married woman the same privilege at 
rotirement in piving her widower an annuity upon hor death as was granted 
the married male employec in providing for his widow under the Act of 
28 February 1948; and (2) it increases the annuity payable to the retiring 
employee who elects this type of benefit by providing that the reduction 
on the first $1,500 annuity shall be five per cent instead of the former 
ten per cent, 

3. If you have not previously received Standard Form No. 05. 
your atipy nay be obtained from the Personnel Divlslea, Adwinistrative 
Steff, or, The Employees Division, Special Support Staff, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENGR: 


25X1A 


tae 25X1A 


Lxceutive 


ATTACHMENT: Supploment 


~~ 


DISTRIBUTION: ALL, CIA EMPLOYERS Le 
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lL. Insert iin 
See, IIT, lina 6 


2. Substitute for 
Sec. Vy par. 3(a) 


3. Omit from 
See. V, par. 3(b) 


4. Add to 
Sec. VI, par, 2 


5, Insert in 
See, IX Note 


SUPPLEMENT 
to tho 
CERTIFICATE OF MEMBERSHIP 
in the 
Civil Service Retirement Systen 


istabliskment of the 
Airy Force as an in- 
dependent branch of 
the nilitary service, 


The words "Air Force" between the 
words "Navy" and "Marine Covps", 


Passage of Act of 
Sept. 30, 1949, 
uny reuson, other than discontinued which liberalised 
service after five years, you may tako the survivorship 
a reduced annuity and thus provide an feature of the 
annuity, for your widow or widower upon Retirement Act, 
your death, Your named survivor will 

receive the annuity ab age 50, or — 

immediately upon your death if he or 

she is already past age 50, and it will 

continue wirtil death or romarriage. 

xour rate of annuity will be determined 

by reducing (1) the first $1,500 of the 

full rate due you by five per cent, (2) 

any balance over that figure by ten 

per cent, and (3) the full rate by threo 

fourths of one per cent for each full 

year your wife or husband is under age 

60 at your retirement, the total reduc- 

tion not to exceed 25 per cont of the 

full rate. Your survivor's rate of 

annuity will be one-half of your full, 

rate, 


omen racwres on me O4 ennere 


TheeLause "excluding any part of it Adoption of regula~ 
purchased by voluntary contributions", tion permitting a 
retiring omployee 
either to uso all 
of his voluntary 
contribution account 
for his own annuity 
or to share it with 
a named survivor. 
Should you elect to share your volun— Samo as 3, 
tary contribution account with a sure 
vivor-annuitant, this purchasable 
amount will be further reduced in 
accordance with tke table shown under 
Sec, V-3(b) e 
The word "generally" between the Same as 3, 
words "is" and "excluded", 


IMPORTANT - ATTACH THIS SUPPLFMEN'’ TO YOUR CERTIFICATE OF MEMBERSHIP 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE . 5 January 1950 


25x14 aa 


SUBJECT: Rescission of CTIA, Notices 


1. All previously published CIA Notices are hereby rescinded and 
will be destroyed in accordance with security regulations. 


2. Information which was originally published in cIa Notices, and 
which continues to be effective, is being issued in the form of Admini s-~ 
trative Instructions. 


25X1A Se. “CIR dated 10 June 1949, contains information 
of continuing applicability which is republished below; 


&- No application of the provisions of the CIA Act of i9h9, 
Public Law 110, 81st Congress, will become effective until the 
official publication of appropriate regulations prescribed by 
the Director of Central Intelligence, 

be Regardless of any authorities included in the Act re- 


ferred to above, the published regulations of CIA now in effect 
will continue to govern CIA administration and operations. 


FOR THE DIRECTOR OF CENTRAL INTRLLIGENCE: 
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